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PREFACE TO THE FIEST EDITION. 

Owing to the separation, complete m some provinces, in pro* 
gress in others, between district offices and income tax offices, an 
office manual for the Income tax Department has become necessary. 
The present manual contams the general orders issued by the 
Government of India or the Board of Inland Bevenue regarding 
the delegation of powers, a description of the special procedure 
regarding the as«c«<uient, collection and refund of income*tax 
mvolved by the st uidardisation of tlie departmental forms, and 
brief and simple instntctions concerning office procedure and cognate 
matters The special procedure is ba«cd on that adopted m two 
provinces and thoroughly tested m one of them for a period of 
nearly three years The chapters on office procedure are a com- 
pendium from several manuals in Vinous provmces and depart- 
ments onlv mam principles of geneial application have been 
enunciated, and it is not intended to interfere with any special or 
other system introduced by any Commissioner 

'W GABKEDX’, 

Member, Board of Inland Revenue, 
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CHAPTER I 
Powers 

A — COMMISSIOVEBS OP InCOME-T^X 

1. Miscellaneous powers —The Commi'S'sioners of Income tax 
"have been authorised, — 

(i) to sanction up to a lunit of Es 15 m each case items 
of recurring contingent expenditure, 

(ii) to sanction telephone rents for connection of income-tax 
offices ^Mth existing telephone s\ stems, 

(ill) to «xanction expenditure on non recurring contingent 
charge'' and tlie purchase of articles for the public ser- 
^^(.o subject to the provisions of the Cml Account Cod© 
and to any orders issued from time to time by the 
Governor General in Council, 

'iG G 0 ^o USE D ^ dated the 12th Maij 1922) 

(iv) to tanction non recumng expenditure on non contract 
contingencies up to Rs oOO in each ca«o (G G 0 
Ii Dis Vo 0601 i* /2a, Jat J the ^ih October 1925), 
(\) to fiign contracts and other instruments relating to the 
Income ti\ Department on belnlf ‘of the Secretary of 
State for India (G G 0 I! D No F 1392 (/urff ), 
dated the 22nd Sep'cmhcT 192^ and G G 0 II D 
Ao r 507l23{JHdl) dated the 2Ut October 1920) , 
<Nn) to sanction the renting of ordinary office accommodation 
^CaM^ (onus up to a limit of Hs 500 a month 
and in the ciso of M fas«il tin ns up to a limit of 
Its 100 n month for each office In the case of build- 
ings lured for the income tax department winch are 
jaiil\ used aspnaatc residence the offifers occupjang 
a pirt of tl p building should paj half the rent of the 
building or 10 per cent of their paj \%hiclie%er maj be 
less e\en if the one half of (he rent pa\able by Govern- 
ment exceeds Its 45 a month (DIR Memo 
No 1362 1 T dated th^ 22nd October 1922, G G 0 
No 1014 dated l2th April 1024, G G 0 R Dts 
No GCO I T /25 dated the 5th October 1925, and 
G G 0 No R Dts I05S-I T J25, dated ICih 
Oef( her 1925) , and 

(vii) to sanction adrances from the General Provident Fund 
to gazetted offierra under their control (G G 0 
No 15hS , dated the 2Sth October 1022) 
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2. Commissioners are Heads ol Departments. — Wnh reference 
to rule 2 (10) of the Supplementary Eules, Commissioners of Income- 
tax have been declared to be Heads of Departments for the pur- 
poses of the said rule (G G 0 No 013 C S R , dated S3rd June 
1922 ) 

3 Commissioners to be controlling officers for purposes of travel- 
ing allowance.— With leference to rule 191 of the Supplementary 
llules read with item 14 in Appendix HI thereof, the Commissioner 
of Income tax in eich province has been declaied to be the con- 
trolling officer for travelling allowance purposes for himself and for 
all income tax officials under his control (G G 0 No 418 E B, 
datt-d 11th May 1922 ) 

4. Appropriation — Out of the funds allotted in eich prlmdr^ 
umt of appropriation, a Commissionei of Income tax has full 
power to appropriate sums to meet expenditure falling under that 
unit , provided that except with the previous consent of the Finance 
Department, — 

\o) funds ill vy not be appropriated to meet any item of expen- 
diture w htcli has not been sanctioned by an authority 
cmpow ered to sanction it , and 

(6) funds allotted for non-votcd items of expenditure may not 
be appropriated to meet votable items, and funds 
allotted for \oted items may not be appropriated to 
meet non ^ otable items 

6. He-appropnation —A Commissioner of Income tax may re- 
appropriate funds from any primary unit of appropriation to any 
other such unit, provided that, except with the previous consent of 
the rinance Department, — 

(n) .a Commissioner of Income tax may not meet by re appro- 
pnation expenditure which he is not empowered to 
meet by appropuation , 

(6) no re appropriation may be made from one grant voted 
by the Legislative Assembly to another such grant, 

(c) funds allotted for non voted items of expenditure may not 

be re appropriated to meet votable items, and funds 
allotted for voted items may not be re appropriated to 
meet non votablo items, 

(d) no re appropriation ma> be made to meet any expendi- 

ture, other than contingent expenditure, which is likely 
"to involve fiiiiher outlay in i future financial year, 
and 

ie) no re appropri ition miv he made from a primary unit 
allotTed under the liead Pay of Officers to a primary 
unit allotted under any other head 

(B T R Jeltrr No 7IG 1 T dated the 12lh Ocioher 
1922) 



3 


6. Antl-rabic treatment. — ^\Vith reference to rules (1) to (7) of 
paragraph 1 of Appendix 8 of the Cm! Account Code. Volume J (8th 
edition), po\\er has been delegated to the Commissioners of Income- 
tax, Assistant Commissioners of Income-tax and Income-tax OfBcere 
to sanction concessions mentioned in tIio®e rules (G. G 0 B Di?. 
No 141-Gl 127, ilafcd the 17th March 2927 ) 

7. Works. — Power to accord administratiie approial to resi- 
dential buildings and otlier public works up to a limit of Its. 2,500, 
subject (o the conditions imposed in Fundamental Itnle 4 j (G. G. 
0 No D l1VJ2-r n , (fated the 3^thApnn920 ) 

8. Temporary establishment.— Autlionta to engage temporarj 
CRtablihbiiient, i c , (n) clerks, acxionntants, inspectors of income- 
tax and other ofTKcrK of similar status, m times of pres«un*, for not 
more than wx months m each case and (b) nicnial establishment; 
proMded that («) as fir as possible Mich sanctions slnll not inaolve 
comnnlincnfh in a fninre 3 eir, the expenditure on this account 
does not exceed the sum of — 

Its during » jear in Madras 

Its "> '500 during a jear in Bomhaj 

Its 5,000 during a je ir in Bengal 

Bn 1,000 during i Near in United Provinces 

IN 2,000 during n jear III Punj lb 

IN 1 500 during a \« ir in Bunm 

Bs 1 0(1(1 during I v< ir in Biliar and On«s.a 

IN 1 200 during a joar in Contri) Provinces 

IN 200 during a vear in \ -W F Province 

IN .‘l(V) during a V( tr in Pi Ibi 
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11. Purchase ol books, newspapers, 
books, ne-^sinpers uiil other publications 
ofEs SOOinajcnr (GOOD Dts 
the P3rd December 1925 'i 


etc, — Power to purchase 
up to the monetary limit 
No 116UI T J25, dated 


12 Government Servants’ Conduct Rules —The Commissioners 

ot-Income tax have been aiithoriscd to exercise the poners of a 
Commissioner under role 9 of the Goveinment Servants' Conduct 
Pules (G G 0 Djs Wo 207 C 0 /26, dated the 20lh June 
Z93G) ‘ 

13 Pox\er has been delegated to the Commissioners of Income- 
tax, Major Pros luces, except Assam, to authonso any Goveruroont 
Ber\ant undei their control and not directlj appointed by the Gov- 
ernment of India to proceed on duty to any part of British India, 
^^hether rvithin or bejond their on,n jurisdiction, or to anj Indian 
State or Foreign Settlement in India {C B R letter i? Dts 
No 155 1 C n /a7, (htcJ the IHh Afaij 1927 ) 


B — Miscell^kxods 


14 Irtecoverable amouals —Power to write ofT irrccoacrablo 
balance of income tax demands has bccn delegated as below — - 


Name of olBcor 

1 Commisiionor of Income tax 

and Asnstant Commisnoner 
of Income tax Bombay City 

2 Aaiistant Commiuionenj of 

Income tax (except tho Asnst 
ant Commissioner of In-om" 
tax Bombay Citv) ami Senior 
Income tax Officer, Bombay 
Citj 

3 Income tax Officers (except 

Senior Income tax Officer, 
Bombay Cl tj) 


Catent of delegation 
Unlimited poacra 


Power to write off sums not 
cxcc’ding I?3 2j 0 m caci 
case 


Power to wri'o off sums not 
exceeding Ra 60 m each 
casa if crapawerc i to do eo 
bv tho Comimanoucr of 
Income tax 


All sanctions to wTitc off under (his paragnph shonlil be commnni- 
cited to the Audit Officer conrerred wlio will ■vniliniv ckIi ct'o 
end bring to notice my defect of iinteni ninth npiiciri to rcijuiRJ 
ettcntioii (0 a 0 iVo Idf S , ilalcti 25lfi Oclabcr ) 

IB Supplementary Etdo 73 — Tlio follou mg officers of tho In- 
come tax Department haac been exempted from (ho operation of 
nilo 73 of the Supplementary Buica — 

1 Commi'iioncni of Income tax (B / R letter No 807^ 

} T , dated the '^Ut June 1022 ) 
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16 Travelling allowance rules. — The following rates of travel- 
ling allowances have been sanctioned for the officers of the Income- 
tax Department — 

(1) Comniis^joncrs of Income tax — Whole time Commis 
sioners of Income tax will draw the same rates of daily 
allowance and mileage allowance for road ]onmeys as 
the local Governments anthm whose territories the 
Commissioners are working pa\ to their own Heads of 
Departments 

/oi (rj\ \<;sistnJit Comnis’inners of Incone tax — Acsi lant 
Commissioners of Income tax with the exception of 
the \ssistint Commissioners of Income tax in the 
Madras Presidencj draw the same rates of daily allow- 
ance and of inleage allowaiici for road ]ourne\s as are 
sanctioned for Collectors or Deputy Commissioners bv 
the local Goaernments within who«e temtones the 
Assistant Commissioners are working 
(G G 0. No. 134 S , dated I6!h Oclohcr 1922) 

(6) Assistant Commissioners of Income tax m the Madras 
Prcsidoncj will be classed as olheers of grades III or 
IT for purposes of traxcllmg allowance under the 
Madras Government T^a^ellln^ Allowance Rules, 
according to iheir pi\ 

(3) Income tax O^icers — Income ta\ Officers will draw the 

same rates of daily allow aiue and of mileage allowance 
for road journejs as are sanctioned b} the local Gov- 
ernments within whose temtones the Income tax 
OiTicers arc wort mg for ihcir Pro\aiwnl CimI Service 
Officers 

(4) The «p ui! r it of ln'\ md mileage allowances for 

Rj'ccial IcKahtus will be regulated In rules 40 (l>) and 
I of ihc Siipptetncithr) Uult « 

(51 Ji un? I 1 u rnl >t strainer — \ll officers in the Income- 
tax Department who triad b\ rail or 1j\ steamer will 
draw (he alioi ances prescribed m the Supplementary 
Rules 

(G G 0 Yo 2'iOr 9 dated the tth tpril 1921) 

Assistant Comim««5oncrF of Income tax and Income tax Officers 
17, Iho \s I'-tant Commissioncp* of Income tax and Income tax 
Officers haae I icn authorised — 

(1) To sanction the purchase of — 

(nl rwrc.jx'-'n arti le- of fnnwtwTe up to a Imnt of Rs 100 
and '0 re«iycti\cl\, subject to ilir j roM« ons of rules 
3 (<j) and 5 of tl e Slopes Rule® 
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{b) Country articles of furniture up to an annual limit of 
Bs 250 and 100, respectively. 

The limit in (a) and (b) above will apply to any one 
aiticle or to any number of similar articles purchased 
at one time 

(2) To make small monthly payments for the supply of drmlang 

water and for dnsting offices subject to the provisions in 
paragraph 14 of Appendix 5 to the Civil Account Code, 
Volume I (8th edition) 

(3) To incur expenditure on the binding of books and registers, 

etc , and on the purchase of Postal and Kailway Guides 
(G G 0 No S S , dated the 7th January 1921) 

18. Hot and cold weather charges. — Po^pr Ins been delegated 
to the A'isistant Commissioners of Income-tax and Income-tax 
Officers in the Madras Presidency to incur expenditure under the 
bead Hot and cold weather charges'’ foi punkha pulling and water- 
ing tatUs during the hot weather and fires, etc , during the cold 
weather m accordance with the scale and rates prescribed by the 
Local Government, and subject to the restiietions, if any, imposed 
by them (G G 0 No 3970, dated the Isl September 1924 ) 



CHAPTER n 


A — Biiij’s niG\m)iNo tup npwuntmpnt i^wmination, iuomotion, 
ETC , OF Tiir G \7rrrFi> Ofi k i hs oi rnr Income T\k Di PAia 

MltNT 


1 of Incanc tax 

19 Comirii'i'sjoners of Income ! i\ fre appomted bv tlic Governor 
Genenl in Council after con'^ulering anj recommendation made bj 
tlie locil Go^ eminent No reference to the Public Service Com 
mission 1=5 necc‘««ir} regarding (i) tlie promotion as Corami'^ioner 
of Income ta\ of an Assistant CominisMoncr of Income tax (ubo 
ma% or ma\ not be a member of tlie Indian Cml Service) and 
(ii) tlie direct appo ntment of a member of the I C S as Comrais 
Moncr of Income tax 


/Isifstent 6om»ii«ioMe« of Income tax 

20 The Comini« loner of Income tax shall consult the local 
Goitrninent befori nominating an officer for appointment as 
Assistant Commissioner If tbe lo<al Government approves his 
proimsals he shill ubmit I !•' t oinmation to tbe Public Service 
Coi mi ion ilirou^b the Central Board of Revenue The appoint 
ment will iiltimatel} I e made bj the Commiepioner of Income tax 

A of' — No reference is neee«*nrv to the PubJ c Ser\ ee Comio ss on regarding 
■the d fcct appointment of a member of tl e I C S ftt As« slant Comm oner o* 
Income tax 

(6 G 0 ‘’/C ^o 002 1 1 2G, dated 29th Janxtanj 1927 ) 
htrotne tax Of] ctn iiid IsritMiil Inc me fox Officcrt 

21 Offi cr» directU retniilcd will on first appointment ordi 
iianl^ rtiiun on probation for a period of two jears and will be 
-appointed to the lowest pav lhe> will not be confirmed till they 
have pas cd tbe prescribed departmental examination by the higher 
standard 

A o-« —Comm oners of Ineomp lax are empowered to shorten or extend the 
period of i robatioo m individual rases 


'Iraintnq during penod of probation 

22 •Ml officers who are directly recruited will be placed under 
training Thev will be attached to circles m charge of selected 
officer^ wlio vvill be required to devote special care to the instructioh 
•of the new officers 
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(0) Country articles of furniture up to an annual limit of 
Bs. 250 and 100, respectively. 

The limit in (n) and (6) above will apply to any one 
article or to any number of similar articles purchased 
at one time. 

(2) To make small monthly payments for the supply of drinking 

water and for dusting offices subject to the provisions in 
paragraph 14 of Appendix 5 to the Civil Account Code, 
Volume I (8th edition). 

(3) To incur expenditure on the binding of books and registers, 

etc., and on the purchase of Postal and Railway Guides. 
(G. G. 0. No. 8-5., doled the 7th January 1024.) 

18. Hot and cold weather charges. — Pouer has been delegated 
to the Assistant Commissioners of Income-tax and Income-tax 
Officers in the ^Madras Presidency to incur expenditure under the 
bead “Hot and cold weather charges" for punkha pulling and water- 
ing tattis during tlie hot weather and fires, etc., during the cold 
weather in accordance with the scale and rales prescribed by the 
Local Government, and subject to the restrictions, if any. imposed 
by them. (G. G. 0. No. SOTO, doled the 1st Septemher 1924.) 



CHAPTER n. 


JV — Bmjjs n GAiiDiso run \rrniNTMrsi, i’wmination, juomotion, 
ETC , OF Tnr G \7rm n On k i rs oi rnr Income t\x Ditakt- 

ML\T 


< oiuiiifN^mnrw of Income inx. 

19 Cominjcsioners of Income ! »x fre tpjwmtcd h> the Governor- 
Genenl in Council nftor con^nlerliig an> retoimncndition imde by 
the locil Go\erntnent No reference to the Public Service Com- 
niiosioii i®; rtccc««ir 3 regirding (i) the promotion as Commi'wioner 
of Income ta\ of an Afsi’^tmt Coinini‘5sioncr of Income tax (uho 
maA or mu not he a member of the Indnn CimI Service) and 
(ii) the direct appo ntment of a member of the I C S ai Commis 
siQiier of Income tax 


/l4s»st««t CommiwioMcry of Income tax 

20 The Corami«-ioncr of Income tax shall consult the local 
GoAernment befon nominating an officer for appointment as 
Assistant Commissioner If the local Goiernment approies his 
proiiosalv he slnll ^uhinii hu notniiulion to the Public Service 
Coiuinission ilirou^li the Central Beard of Betenue The appoint, 
meiit will ultimate!) he made by the Commissioner of Income.tax 

Ae<« — No reference i« neee««*rv to the Public Service Commi^einn rcgardm^l 
'the direct appointment of n member of the I C S ns As<i<<tant Commissioner of 
Income tax 

(G a 0 Q/C Vo 002 1 1.-2G, dated 29th Januanj 1927.) 

Inrotne taa ontetn md \ssi'staut Income tax Officers 

21 Officers dircctlv rttniiled will, on first appointment, ordi 
narilj rt m im on probation for a peiiod of two jears and tvill be 
-appointed to the lowest pat Hie> will not be confirmed till they 
have passed the prescribed departmental examination by the higher 
standard 

—C< mm s. oners of Income tax are empowered to shorten or extend the 
period of f rubation in individual cases 


Trauiinq during penod of probation 

22 MI officers who are (brectly recruited will be placed under 
training Thev will be attached to circles in charge of selected 
officer^ who will be required to devote special care to the instructioh 
•of the new officers 
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Bxamtnattons 

23. Pepailmental examtnitions uiH be held twice a jear— 
usually ill March or April and October or ember and tra^elllDg■ 
allownTice for attending these examinations ma} be drawn under th© 
regulations The period of probation of two jears will embrace two 
examinations m Jlarth or April and two examinations in October 
or Novombi J 


Syllabus for exnmttmlums 

24. The departmental examination will compri=o tlie following 
Bubjecis — 

(1) Incomc-tav lain artit rules — Thatisfosaj Iho Jncome-fix 

Act and the Income tax jraninl and their practical 
application, Mrlinll) no /question bung tal en direct 
from books Two papers will be set in this subject, 
one dealing witli practical examples and fJie other with 
questions of a more general nature Tlio f\so papers 
shall be treated ns n single ‘•nbject and not ns two 
Hubiects That is to mj , in order to pa<s m the subject 
a randidafc must pa«s in both the papers nt (lie ••'im© 
oxamimtion \ candidate will he considered to have 
passed b) tlic higher standard in both jupers jf ho 
obtains in the nggregate (10 per cent or more of the 
combined marks for the two pajiers 

you — are nihwod {<» u^e i ' , lli** Ini'nmp tnt Mnnunl and 

tlie Urrtien^r wj rn nniwcrin;* the rccon 1 piper in Income lax Jaw and 

practice 

(2) UooJ J.rrpnig — A candidate will lie required to nnwer 

question^ about book keeping and to pripircdaj book, 
fl journal, ledger, haliiue sheet, nml rapifal aecoimls 

13) d practtiol h <1 — ^This i\ill he m the rhief businesq \Grna. 
cdfir of the prminee Fich candidate will rccene /> 
pet of aermeuhr nccountsnnd will bo required to frame 
an cstiimte of the profits on (ho^ books udhoiit any 
assistance winl>^aer 

(1) A viifcrllniii nut puju r — The Mifijctt of Ibis p ijv r will be 
Ibe Tniom" tax Office ^raiitnl and Clnjiters 1,3. I, f*, 

C and II of the Cnil Areount Code. Vohime I t8(h 
IMition) 

('») Thr CIn f IVrn/jenfir nr Vrniacuhrt of Ihr preriree-— 
I*arb rommiss|oner will frame rules relating to thK 
Piihject winch will l>e ha«ed nn tfie rules jiri ®rnbed for 
' tin «h |<»rttnenlal cxnniiintion of the Tmi inel il rxecn- 

lj\e S»n»ce 
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There wiU be a Higher and Iiov^er standard £or the Income- 
tax Departmental Examination There will be only 
one set of papers for both the standards and a 
candidate will be required to obtain a minimum of 
50 per cent marks for the Lower and a minimum 
of 66 per cent marks for the Higher Standard 
The marks allotted to each question will be printed 
against each question in the paper 
iC D R Circular No» 3746, dated the 20th August 1924 
and G B R F 217-1 T /25, dated the 18th April 
102 >) ) 

25 Commissioners are required to report early in January and 
July each vear — 

(1) the dale which will be suitable for the next departmental 

examination having regard to local holidays, and 

(2) the probable number of candidates who will appear for 

the examination 

26 If it appears from the results of the first examination held^ 
01 of any subsequent examination, that an olEcer has not made 
Bufficiont use of his opportunities, liis tervices will be dispensed with 
No officer will be retained in the department who does not pass the 
examination m income tax law and rules, book keeping and the 
practical test 

27 No officer will be entitled to any increments unless he has 
been finally accepted for service in the department, but when he is 
confirmed the probationary serMce will count for increments 

28 All) Commissioner of Income tax who wishes to grant any 
exemption winch is not authorised by the foregoing rules sbould 
obtain the Banctiou of the Central Board of T{e\enuc 

B — ^RdLCS nFQAUDINO Tlir APPOINTMINT TTC OF TOP XOX- 
G^zrrrrD stmi 
A — Appointment, rlc 

29 Powers ol appointment — The head of each office has power 

to appoint all n i mal eM l)h«shineiit in his office Permanent 
appointments to the clerical c^tabli’^hmcnt fmclndmg shall 

be made hy As'i^tant Commissioners for their own offices and for 
inconn tax offices subject to tlie general control of the Coinmis 
Bioner and b\ Commiseioners for their own offices Inspectors 
and pnr\t\or8 and also accountants whose pay is Ps 100 per 
mensem or o\cr will be appointed by the Commissioner 

30 Maintenance of graded list ol clerks — \ graded li«t of the 
clerical establi«]iment in each proamro ehall l>e maintained in the 
office of the Commivsionir TJie qualihcations necessara to rccure 
appointments in income-tax offices sbiH He F^Tne m e-ch pn>- 
aineo as those presrnbetl l»\ the local Government for appoint- 
ments to Pnglieij re\enue offices m that proMtice 
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31. Punishments — Income tax Officers are empowered to 
'dismis'i, rcinoce suspend or reduce ui} member of the menial 
estabhslinient working under them iin\ al'so suspend any 

member of tlieir ileucal esfablislmient 

32 \ssi«.tant Conmus'>ioncis ire empowered to dismiss, itinove, 
suspend reduce or defer the increments of un member of the 
clericil 01 menial i st ibhshments within then charge except so far 
as such powers have been given to Income tax Officers 

3 33 ( bnmussioiici'v^luve jiowci dismi'.<» '^enK)\e '^suspend, 

cA reduce t|r defer tbo increments cm inspcetor<i siir\e)W8 and 
account Hits (including Vximincrs oK uconnts)\nnd alsooCjmy 
member (\ftlfe dern il incKintinal e^tdblishrnenYs in any office 
under tbeircontrol 

34 aga in st punishment — \n\ original order of dis* 
missaloi'HdbfSCH^ pi''''td |»\ in Incotiie tax Commissioner shall bo 
subject to in ipp< il to the CciUid Boinl of Jtc\enue except in 
case of the nienni cstabbshmciil all otlur orders sliill bo final 
Appeals agunst orders pissed bv an Income tax Offirer slnl! bo 
to the \ssistuit Cntuimssioiur, ind against original onlcrs passed 
b) an \sstst nit ( onimtssioiK r except in tin c)S( of suspinsion, to 
the CoinmisMoiu 1 

35 Grant of copy of punishment order — \ Mibordmatc official 
who IS pnnixlidl <le|» irtnn nt dl\ shall be entitled free of cinrgo, 
to i copx of till Older of j nmslinieiit wimb top} be shall file with 
his petition of ipjx il \it appeal Hhall tx filed within tliirt} da)8 
of tlu order ijijx iltd iiiist exclii'.ivc of tlic tmn Rjnnt in obtain 
ing acojn of till onler 

36 Review of orders of punishment — In i iscs win re an original 
order of jiunishiiienl wlinh is not apiKaliblc has been | isecd l)> 
in As''JstiJi)t Coiiijjii-siom r the ( ommissioiu r in >\ re\ ii w the order 

•of puni'-hrnent in c i^cs where in consequence of Forne flagrant 
irr ^ulintv m itori d iiijusHm ipjH ir« to line bun dune 

37 Procedure to be observed fn cases of punishment — Ubere 

i»n\ st( {>s in tikiiia^imst am | cr<-on for iniscondiicl im riting dis 
luis il rent >\ il Misp< nsjoii or oihir ininsbnunt tie following 
profcdiiic sb dl 1 1 o!i-<r\id 

(a) I Ik iliirj, s sb dl lit ruliucd to w nting 

riu d. r. nu sliill he til en wjjon cacli cinrgo Fcpamtcly 

to JJ,< iMdtme ^hall be t iken in the proscnco of tbo per- 
turn ennu riiul and he ehall he gj>en an opi'ortiinity 
of cross-t xainimng the VMtne«s against him 

( f) \ finding •■h ill le recorded nixm each F« jnmte charge 

Hie !»■ pxMi « iiivioiiH record Hhall Ik 5 coTiHidond before 
the order for punidhincnt is pas.sed 
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3S the followmc mmmnn il.f.rtsrf prtxYthirr ln\c 1>rcn 
■ob^enea in FOMm\ ci«^^ ot »AcnrlmcMn\ rn'pnTir^ ,nU> U,** t<»n, 
duct of public M'nmt's nml Fiirh nr nm nOicr Piinihr d f'tmM 
be circfulU a\ouU 1 — 

* U' Ill'll ofTii'cr* frt«l«onlh f'nl to cntnpls \\ith tlic prc- 

vnWd VT'-x^ ^ wnllcn clurj-c niul n 
wntnn »lof. mi in rc-l>cct of rich olTcnrc 
01' Thu ifur fnmnv ihirfjc** thr\ often M to pur i\ 
v^>i cific fimhnp nn kiicIi dnrpr 
(mi Ihu Himeiimc*' thi^ «<" C'cn ilucu'vi the charges 
fnincil Imt (OiifinL ihrir rciinrhi on the whole 
to •'Onic III ijnr chiral whioli In*, not ivinhirn frutird 
^ ipiiiist tlu iK-r«^n ulm ih tlu piihjrcl of the enquiO 

39 DlstlncUon between removal and dismissal — Ihc iliPtmc- 
■tion between riiiioN il in I ihsnuv-sil is i« fillow*! — 

('ll In ci«c of rcinonl from o(Tii.c for Midi i t uKt O'* uiifil- 
nes-J for tlic duties of tlic oflici., the ofincr niy ho 
rcdppouit«.il in another ofKce for the duties of which 
he tna\ lie ‘'Uitcd IUnio\al •‘hoiihl ht, the jx-mlt) m 
all siicli eases where il is not thouplit noccssir^ to bar 
future re cmploMiu nt under (jovirnimiit 
(b) \ di«tni*i'ed ofTuer is pruluded from r<. tiiiplcuinini 
Is a precaution t^nnst tlu inadMrtent re tinpltuinent of ^icr 
sons who hi\t Icon dismissed from Goaernment serMcc officers 
should t ihe ciri Ifiat evert candid itc for tniplotmont is required 
to stale in writing wfiether he has been prcMOusl) emplojcd m any 
post uiuler Government and if fo to produce a cop> of h)s 
character booh nr other record of service 

If — 5cfcicc Coohs 

4.0 Service books — Scr'ue l*i»ksshvll bt lovmtained for«\ery 
per un iiuhiiled in tlic non pizitted stall and e'er\ enlrv road© Ja 
the service book sliill be initialled hv the head of the ofhcc 

41 Character tolls — Certificates of service good conduct, 
charicter and the like shall not he {.ueii to sinj^ person n?fo tB 
serving or has served iii the Department except in a temporary 
lacarfci Notes u cording commend ition or coruure should be 
made m the charicter roll (fa 121) of the offiierjn ijvtitii/n nhem 
such is maintained and in the service book in other cases A 
note bfioufd also be made annuallj m \prvl regarding the work of 
the official m question (except m the case of the menial esfabhsb- 
luert) during the preceding jear 
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■nndue advantage is being taken of the facilities for the grant of 
leave and m ca«e of uncertamtv under head (2) above they wilt 
naturally incline to be strict upon this point 

i8 Controlling officers will invariably enter m the Character 
Sheet or m the Character Roll each case of absence on medical 
certificate, giMng the period for which the official was absent, 
the cause as certified by the medical attendant and ^^hether per- 
mission for absence was previously obtained or not Tlis entry 
will ordinarily be made without comment unless there are special 
circumstances which make comment necessary The fact that 
an official is freqnentlj absent for short periods on medical certi- 
ficate will be taken into consideration when his turn comes for 
promotion to higher rank 

(C B R s Circular No 620 dated 9ih February J025) 

D — Leave Acgodkt 

/nstriictioiu /or the preparalton of leave account in F R form 
No OA S Series No 113 

49 The account is to be maintained in terms of leave on 
aacrige pay Tor this purpose ictual periods of Iea\e talen on 
half or quarter average pay as entered in column 13 should bo 
divided by 2 and posted m column 14 

60 In the case of officers who were subject to the 0 S R 
Iea\e rules before they elected the rundaniental Rules, the 
account should commence with an opening entry m columns 4 
5, 6, 7, 8, 11 13 11 15, 1C 17. and 38 The words Due on 
(dat" of coming under the rundamcntol Rules) should be waatten 
across columns 1 2 and 3, and against these words credit under 
rule 77 (b) (ii) (1) should be given in column 4 and column 6 and 
that under rule 77 (b) (n) (2) and Rule 77 (c) m column 5 and 
column 7 wliile debit for commuted furlough taken under the old 
leave rules should be given in column 11 end that under Rule 78, 
Note (2) (i) (fi) in column 13 one lialf of the latter being entered 
in column 14 The sum total of the entries in columns G and 7 
and m columns 11 and 14 should he entered in columns 8 and 
15 respectiicU The difference between the entries in columns 
8 and 15 should bo entered in column 18 and the entrv in column 
4 or G fhould be repeated in column 10 wlulo the entry in column 
6 or 7 nnnus the sum total of the entries m columns 11 and 31 
should he shown in column 17 

61 When a Go\ernment servant applies for leave columns 
1 to 8 should 1 c filled up Columns I 2 and 7 should show ihe 
Go\trnment sciaed under and (he pi nod of dutv up to the date 
preceding that on which the Government servant intends to go 
on lei\e and columns 1 and 6 should eich show 1 13th of this 
period (hut see note 2 hetow) (ho sum (nfni of the two entries 
representing tic period of leave (if 2 llths of dutv) earned 
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under Eule 77 (b) (u) (8) To the now entry m column 4 Bhould 
be added the last entry in column 16 and the resultant figure 
ehonid be posted m tollimii 0, MUiilirlj to the new entrj in 
column 5 should be added the last entry in column 17 an'd the 
resultant figure should be posted in column 7 The total of the 
entries in columns 6 mil 7 mil be shown in column 8 

Note I If during the period of dutj prior to a GoTernmenl servants going 

on leave he has served under two or morci Governments the period of duty and 
the leave earned under each Government should he shown in separate lines in 
columns 1 to 5 and the rum total of the new entries m column 4 and the 
last entry in column 16 should be posted in column 6 and of those m column 5 
and the last entiy in column 17 in column 7, tho total of the entries in columns 
6 an I 7 being shown in column 8 

Note 2 - The sum total of the entnea in column 5 indusiie of the opening 
entry mentioned in Instruction No 2, slioulJ not exceed jears [Rale 81 (a) 
(it)] and no entrv should lo made m this column when this limit of 2^ years 
is reached 

When columns 1 to 8 hive liccn posteil toliimn H Mill show 
the tuaxniiuiii inumrit of lca\e which niaj he granted rn terms 
o/ leave oil average ;/ay, [but see rule 81 (d)] to a Government 
Fcnanl ou the dite on which he intends to po on le'l^e The 
niozimmi amount of leave on average pay which may be granted 
on that (hto.with Mcdtcil Certificate or cut of India and Cojlon 
will be the puin tot il of the Ia«t entrv in colmnn 0 and the unspent 
balance of out vcir hunted to 8 niomh'' it i time provided 
tins sum total is <o\or<d lij tlic |h nod tutirni in tolmiin 8 in 
the caBc of lone m liuhi or Ccjlon without Medical Certificate, 
the niiMutnin will he the last entrv in column G, limited to 4 
tiiontha at a time The limits of 8 ind 4 inonths mnv he oitcccdcd 
as provided in the note to rundimental Rule 61 (h) 

82 When a Govenmieiit servant rcturn«i from leave columns 
9 to 18 shoiihl ho filled up Tin juried of leave taken Gn average 
paj phonld Ik entored in columns n 10 nnd 11 that taken on 
Medicil CertificitL or i.|Knt rlscwhcri. thin in India or Ccjlon 
Bhould bo intend iii loliimn 11 till the limit of one vear ’ js 
real hod ind there iftcr m cohnnn 10 The actml periods of leave 
on half or qn irti r average pav (together with leave on Fiihsistcnce 
grant iindtr tin Notojo rimdamenlal Rule 88) nnd of overstajal 
of leave (rido T U 7)) i-honld ho ontored in rohimn 13 and one- 
half of It in oohitnn 14 


NoTT 1— I-CMC on sirrsRe i sv Ulen unirr the Foadsmentsl Pules fn Ird » 
will on Me<tifil Certificale m «f the l»it entry m cclumn 6 Ufore the 

Jrletion of ;/ti. one je*r fmm rule 81 (*) («0 sl-'uld U entered in rolomn 11 
Note 2— If lie losve liken nreeNie the •mount St ereJ t the eTce-o. ref>re- 
sptltiK le.ve not doe Int prMileJ under Hale 81 (r) (i) »nj (»•) ,h^>utd W 
uown in ml mV in olumn 17 


83 The total jiorioil of have m Icnns of leave on avenge mv 
taken in ^a Onviriimont Pcrvanl'n wlioV f<rvire as entered in 
column 1 1 Flnuld not rxciKHl the privilege leave crcdite! to liirn 
in column 4 on his roming under iIk rnmlamental Rnks rJut 
all ponols of have sjihs^'qneftllv ^^ntertal in that column r^» 
years ^ * 
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64. Wlien a Government servant is transferred to service 
mndcr another Government, a separate account should be opened 
in this form for showing the leave earned under that Government 
and the leave tho cost of which is debited to that Government. 
This account will be in addition to tho main leave account which 
must be a complete record of all leave earned and taken under 
these rules throughout his eenneo. 
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CHAPTER IV. 

Procedure m connection with the assessment and collec- 
tion oS mcome-tax. 

66 Ihe forms special to the Income ta\ Department ate con 
Tiuietl in the nppenAix 

56 Important forms — ^The chief forms m connection ^Mth the 
is'-essinent ‘\utl collection of income tax are — 

(1) Gtiierdl Index Register (I T 36 and 37) 

( 1 ) Assessment form G T 30) 

(3) Register of demand and collections (I T 41^ and 

(4) Register of refunds (I T 43) 

Tbcre are also a number of less important registers which are 
described in this chapter 

57 General Index Register — ^Ihe General Index Register 
consists of two portions called — 

(«) Permanent record 

(b) Two jcar record 

The permanent record will contain the name and address of each 
assessee The a<5sessee«t ui a circle or where a circle comprises 
more th in one district in a district should •ordinarily be arranged 
alpliabeticallj and entered in the permanent record After each 
letter of the alphabet should be left a certain number of blank 
lines equal to Qo per cent of the names under each letter for rural 
areas and up to 50 per cent or cien 80 per cent m the case of 
•cities and towns with a changing population When names are 
remo\ed from the register the appropriate entry should bo ruled 
out in red ink and the deletion imlialled bj the Income tax Officer 
58 If the collections in an\ ^ear irc to be full as should be 
llie aim of e\erj Income tax Officer it is iieccs'sary that the work 
of a<5ses<!ment should begin as carlj as possible in the new financial 
aeat NoTmaUx itiosI of the 'work of as’sessment Bhonld be com 
plcted bx the end of Noxember or middle of December and clerks 
should liaxe sufficient leisure during the concluding months of the 
xear (o prepare the notices calling for returns of income, so that 
theie max be issued on or soon after 1st April cacli xear after the 
rmance \ct has become law that is has rcceixed the assent of 
the Goxernor General ixotices calling for returns should be pre- 
pared in the sequence of names in the index register and a inis 
ceUaneous record (rule paragraph 72) should be started Lj an 
entrx on the order sheet (1 T SH) directing the issue of tlie form 
of notice caHmg f or a return of income The number of this 

•Nott — In cit *5 ^n| 1 rp» to«n9 it irsv !■« pr^f^rille lo <]iTid» ih*" re lUr 
nto KS-t oni rpj r fnt nc l«a7«r< wards or some, othrr «u tallo area. Tie a««l 
■nutnlirr cf the rr^ strr hoarrrr will be nnliroVrn. 

O 
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'innual record be entered m the first column under the appro- 
priate jear in the fi\e jear record It is obvious that as names 
\m 11 disappear from or be added to, the permanent record, the 
number of the uiiscellaneons record of a particular asses'iee wiU 
^a^Y from jear to year “When the notices callmg for a return 
of income are issued the date slioiild be entered in the second 
column under the appropriate jear in the file \ear record , similarly 
when the return is receded the date should be entered m the 
third column It is thu^ possible for the Income ta\ Officer and 
for all inspecting officers to ascertain without difiiculty the extent 
to aihich the assessees are submitting their returns The last 
inmial number in am aear also giies the number of assessments 
which the Income tax Officer has to complete, and m combination 
with the seiial number m the register of demand and collections 
will provide an automatic checi that no record has been o\er 
looked At the end of five a cars it maj be possible to utilise the 
form of permanent record for a further period of five vears in 
winch ( i«-c the binding of the register will bo removed and the 
completed pa^es regarding the five year record will be taken out 
and new pages inacitcd m their place 

69 Assessment fonn — TIio first page of the assessment form 
(I T 30) shows the whole of the pioccdiire prescribed in the 
Income tax Act for an assessment Tlie cage Classification of 
demand on the back of the form is utilised for the preparation 
of anmi il ictiirn Tso I winch m turn is based on the classified 
register of demand (I i 42) dc'^tgncd to reproduce m columns 
2 — ^20 tile information winch is contained in tlic assossinent form 
Ihe cage ‘Classification of refunds and rebates reflects the 
abatements shown ni items (\) and (xi) and also witli reference 
to interest on seeunties the dilTcrcnce between the tax deducted 
at source and tlic tax jujahlc Jit the personal rate of the nssessee 
'Ihe infonnation in this cage is earned to the register of refunds 
(I T 13) from winch are compiled the figures relating to refunds 
and rebates in annual returns Nos I and III The cage headed 
"Notice of demand is for the purpose of checi ing the work of 
the office 'Ihe record of cash refunds is of importance because 
of the ncccssitv of preventing n double refund regarding winch n 
certificate has to lie given on the roftmd voucher (I T 32) 'ibo 
critrv in the record of tasli refunds must be initialled In the 
Income tax Officer as it is intended that this should he the main 
record of the grant of such refunds 

60 Assessment note — When the assessment has I cen made 
on tlic form an nsicssmcnt note should l>e recorded giving such 
explanation of the figures ns miv l>c necessin 

61 Assessment to super tax — ^Thc same fonn ina^ he used 
for an nsse^mneni to snjxr tax though it is ohviotislv not \er> 
smtable for the ptir|)ose or the super tax as csemcnl inav he made 
at the end of tin income tax nset^ment note 
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62 Register of demand and collections — ^When the assess 
ment has been completed, the Income ta^ Officer will, with his 
own hand, make the necessarj entries in the register of demand 
and collections {I T 41) which will be maintained for the circle, 
or, where a circle compri'^es Be\eral districts, for the district, as 
a whole and not bv any sub divisions m the circle or district If 
the result of assessment is a demand, the entries m columns 2, 
3, 4 and G will be made in black ink If, on the other hand the 
as<5e‘5'=ment results in a refund or in no demand, the Income tax 
Officer should mal e the entries in columns 2 3 4 and 6 in red 
ink, entering in column 6 the amount of the refund or the letters* 
Iv 4 ’ or “ N D ’ as may be necessarv Bj making the 
entries Inmself, the Income tax Officer has an absolute check 
that no lecords are deposited without coming to his notice because 
the final serial number in this register corresponds to the number 
of the last miscellaneous record for the jear [tide pamgraph 58) 
Turthe? if the demand is entered m his own hand the Income- 
tax Officer IS relieved from the necessitj of comparing the entries 
m the register with the amounts shown in the assessment record 
The entries V \ m the register should be examined penodi 
callv inspecting officers m order to chock anv tendency to i«sue 
nnnecessarv notices calling for returns of income 

\ suitable number of pages will be set apart to show tho 
demand ml collection of supertax 


63 Column 4 is designed for u«e in connection with the pre 
paraiion of annual returns and V 

64 Column 7 showing tlie date of issue of the notice of 
demand is of great importance for controlling collections The 
date on which a demand must be paid if none is specified in the 
notice, IS the first dav of the second month following the dite of 
the servue <f tlio notuc of demand But where acses'sment takes 
plat< » irh in the vear and indeed up tot Pecember, it is lerj 
lonvenitnt to iss<?s<5(>es if CO davs arc allowed If the notice of 
demand is issued in the latter pari of the 3 ear, the Income tax- 
Officer should use his discretion bj allowing a period of six weeks, 
four weeks and so on according to the time left before the end of 
the vear ^Mlen information of pivment of the demand has 
reached tho Income tax Officer whether bv the receipt of the 
income tax office portion of the chahn or m some other manner, 
e g where pajonont is bv monc>-order, the necessarv entrv should 
be made in columns 8 and 9 The tabulation sheet (I T No 45) 
should aUo be compiled at the same time if possible, but, if the 


•^OTX— The ‘ A” (no asseesment) ibecld be ofd In nsn where 

n^neT VL' r*"** ‘ where Ike 

inrone «r owr, lut owing to dMaettc-ns et the eonree no eom ii 


found due from the a««es«ee 


It is with n the d <<Triion of the Corcnii*s o*er to rarr this ewmih 
eoocr.! ng to the oond tions | rex-iil ng in h t rrmnoe or in ar-s pe^wo ef it 


» 2 
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pressure of the orchmn work ib hea\j, tins ma} be deferred till 
tile end of December On the completion of the tompihtjon the 
head clerk ‘should enter m column ”i, inider Ins Jintnls, edhtr tlie 
letter ‘ D’ incminfr entered ‘ or the inimbtr of tlie ^ride iii 
returns IV Tiid V and the number \\\ tint gride, eg , II — 28 
The Iiicome-t i\ Officci will then be able to judge nt u ghneo 
the progress of the tihnhtion Tlie entries will dso furnish nt 
llie « nd of the \c'ir iin untonntic check on the nnmberb which 
should appear m in\ pirticnlar class jn the leturns 

(’olimins 7 8 and T eniblo an Incoine*ta\ Officer to detect 
immcdiitol) wiiclher i denniul is in irrear or not, for institice, if 
the entrj m column 7 is I2th duU 102 1 and tlm period for pninont 
18 CO dajs, then for pncticil purposes the dcmind is in jirrear if 
It IS not pnd h\ 12tli Septeinlicr 102J, or, allowing for a feu dajs’ 
grace where pijnient is made .at a Mih-treisurj , lith Septem* 
her 1023 When a demand becomes an arrear, the Income-tax 
Officer Ins to decide whut action to take In some circles the prac- 
tice of issuing reminders Ins grown up, but, although this maj he 
suitable in Fi>ccial cases, it should not bo adopted ns a general pro- 
cedure Not onU IS wasteful expenditure of stamps ln^ol^ed, but, 
if nssessecs become atcustomed to tbc i«suc of reminders, the) will 
nc\cr pu their demand wilhm due date, for tl>c\ w*i!) know tint, 
before nii) jionalu is uni>oscd, the) will rcocnc a commnnic ition 
from the Imome-tax Onicer As soon, therefore, as a demand 
has become an nirear, tJio Income I »x Officer should consider the 
nnixisition of a |)onalt) under section 10 No formal order need 
bo pasHcd; it will be sufficient if the Income nx O/Tatr nnlc'i the 
rntrj in his own liaiid in columns 10 and 11 and signs the notice 
mifw-mg the (lenalti and the chahn which necowpimes tlw* notice 
The amount of pcinltj impo'-od s inos in different proM'ntp'*, r g 
1 per cent , 5 jxir cent . 10 per cent of the dennud It is not in- 
tended to restrict the discretion of Cominissionors m this nsi'ect 
but in some jiroMiuos it lias bptn found tint, if tlip Tncoinc- 
tsx Oflitpr Ills nnmtuucd projnr toucli with the assrs.^-n s of 
his cirrle. a i>MnltN of I |>er tent is iisinlU puninent for tlin 
purp(^sp of ppiunng ppptd\ colloptious In tlip of rpcalcitrants 
the Imome t ix OfTicer his to consider the iuij' 0 '*itinn of a larger 
p«.tn!t% wimh mis he as great ns the demand in arrrir In 
Fomc an IS the cuvtoin Ins btrn adopted, with great iffeit, of 
cillitig on sikIi iltftmltepi, in schete*! ca«ts, to ><hnw raii'-e within 
a wiak or till (Ins win the demand fhouhl not he diuhlrd, h\ 
wa\ of p- inltN , and the prattue might he ml ipted <\ora\\here 
Wh^n ile«pite thm pro < diire llie dimand is pIiU not I’lid, tho 
Iiuoiii’ tax t'hlinr should. afUr iniposing Ptieii further js ualt\ ns 
lo con''idtr?. pujlat.t. \^V.^ p!«pi for tin rno\ira of the nuiount 
uud r •.itioM I**' (2> Old ‘3> As fuatne tune H re'pnrul fur colli e- 
ti ui lia tl r<\*u*if •lafT jt i* iitIc^i lo if« nd rertifuates to tlie 
rv>flrf jor i.mards tin* end «if Xfarrh, nfid th" Ificifor tax Ofrr<r 
o iltl I • Ifi%r tlip luatlT to tljc last inomrut 
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\nN ’\\ \\r- ^-^ionUl I'o 

cniorca 111 re 1 ink it thr \ cpmninc c f tU rr^iMcr of ,Vmina ntnl 
rotloctioii'i for tfic cli'^nmp ic»r irnir*- ‘ n i»«^ I't’f inroinr tix 
^na ‘•iMHr ti\ bciiip fIiowii fipintiU f 1*' ^ rnl iiuinf or of mrii 
niriir* I'lU K nj^itof from th oripin'l ro^Kiir of aciminl imf 
c<aioction^ 

65 Keglstcr lo be used In preparing the budget estimate of 
Interne —t. oinmu" i" ■'wt If' ire U'^efnl, tlncllN for Innlpot piir* 
po^os not oiiK to tlu Iiiromc ti\ Omeer Imt to tiio ( onmii«Moncr 

on t«mr \Micn the iiitr\ m colmmi 1ft i* i dcrrci'^o tbo 
fipnro ‘■bniild bo m red mV 

66 It 1 iniiot Ih iinjiii*'i‘ea to*» KtroivK tint tlic riRi'ttr of 

iVnund md oobirtions \W jinj^iTtmt u\mun‘itr'\tv\c 

rtpi-tir 111 tin dp] irtincnt md l*\ in iiiti Hi^ciit u-t of it the 
Inwww ttChcer lonipUu toutrol o'lr his i ffin ‘snmlirlN 
ui nisjxxtinp ofrici.r Ins complete control o'cr tin ^.i/ititd stnff 
for not onU t in ho pnlpi from column 7 hoi\ iii ItU'otnt l ix Officer 
iu'^lioon di«j«i«ui„ of vvscs«inent i\orV diirinp the Ncir, hut from 
(ohiinn* 8 *1 ind 10 he is ihU to disto'ir vhtther or not the 
Ineo lie 1 1 \ OfTKi r is j »\ inp itteiition to in equ illv imjiortint part 
of ills duties lumoU tile collection of the dtunnd 

67 Kollce of demand —-W li< n tie Innini 1 1 \ OfiiiLr his 

mtdt the s\r\ mtrn.' n* < lumn - t I mi t* in the 

rcr,ister if dpin tinl md c< Ihttioiis Ik •‘hould liiiid o\Lr the 

rcgistir nd the rcionl to i clcrl for the issue of the notice of 

ileMuiul tl 1 li) If the isscs ce is prt cnl it the iitne the 

isscMiiieiit u iiiiiouiKod he should l« requcsi I to w nt while 
the ijotite of deiinnd ind tinlin ire hcin,, prepiri.d uul these 
should be deU>crod to him |H.rsoniU\ If this is done the letter 

P cm witli ids lilt ipc l»e cntertil under tie elite in lolnmn 7 
of the ccpistcr of deni md md coWeitiont. to huIk vio tint the notice 
ssin dehsered in pcrsin OthersMM* tin. notut slioidd is i rule 
be sent l)s ret,isiered post \8 llie Income ti\ Offirei is per 
petnalls nsin^ the register lie is iblt to tell williont difficiiUj 
whether the clerk is issuing the notices prompth and this point 
IS one which rIioiiUI he examined b\ inspecting officers when on 
tour 


68 income-tax chalan ^Wlien the clnUn (I T 31) is 
prepared all the necessary entries should be made m the 
portions of it marked original and duplicate and parti- 
cul ir care sliould be taken lo show the ‘head of classification 
winch will appear in the public accounts The income tax office 


J^OTE— UnJer the latest orders Income U-r Officers ate only concerned with 
i''’ c .* Income ta^— ordinary colJoctjons The deJaiJed 

c agsification of the latter is made bj the Income tax Department It is parti 
I^kelf ‘ raiJnay companies should not he over 

f data led claisifieation and the. column of remark* m the classified 
regwter of demand should be utilised tor the purpose A special note should 
be made where necessary at the foot of annual «lure No I ^ ^ 
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derk will sign the certificate m the cliahn nnd the Income-tax 
Oflicer will Rign the order to receive and grant receipt If the 
asseS‘-eo loses ins clialan, then as stated in the notice of demand, 
It wih be necessary for him to apply to the Income-tiv Officer for 
tho issue of a duplicate When the assessee P‘i;)8 the demand, ho 
will go direct with his clnlan to the treasurer at the sub-tieasury, 
tre isury or branch of the Imperial Bank, as the case may be, and 
pay the amount of demand shown in it, obtaining the receipt 
wlnJi IS tho right-hand foil in the chalan The three entries in 
the cage marked for use in treisurj onh ” in the “ original ’’ 
and ” duplicate ” portions of tlie ebakan will then be completed in 
the trensurj and tho “ original ” portion of the chalan W'lll be sent 
immediately to the Income-tax Oflicer Where entries are made 
in the form of chalan in siib-treasunes, the portion of the chalan 
wtcmhd for tiio Income-tax Oflicer sliould be stamped m the 
trcasinj as shown below — 


nntcred in Treasury \cc011nt3 on 


Initials 


and tbo dates should be entered by the irca'^nry accountant or 
some clerk specially authoiiscd foi the p«rj)o«o In hjictial cises, 
c (j , in lull tracth, Iiicoinc-tax Commissioner may ariango with 
the ticasnry officers that euh-treasiiries should send the original’ 
portion of tho ehalan dirctt to the Incoino-1 1 \ Officer 

69> Beglsters of classification ol demand and refunds and 
rebates — -Aftci the notice of demand Ims bun isMicti, the office 
should tomiiletc the cigca ‘ Cl issificalion of dein uid and 
" Classification of refunds and rcbites ‘ on the hick of tho 
assessment form and shonld enter the result m the tla'^sified 
register of dcnniul (1 T 12) and register of refunds and rebates 
(1 T 13) The pages in llicsc Jiooks should be totalled when 
complete and the loliils should be carried forward The figures 
onc*o entered in the cl issified register of demand sliould not be 
altcrLd, but in the case of 'v irialions, owing to review, apjioal or 
the like, the changes nnoUed -lionld he recorded in a ;>/»•? or 
tfjifiNS memorandum at the end of llie register The total at tho 
end of tho veir will he the aggregate of the figures m tlie mam part 
of the nge'tcr and of the p/«« and nimu? lueniorindum Whero 
any* reduction occurs on appeal or from nnv other ciusc ami an 

•Ncti — aiio jraclico of •Iiomiuk larialions tu tl «> rcRi'lcr of U<'n iinl *011 
coll^^tioji^ Uia«'r» th tlie » ^ernl jmincrt Tlio mow cf mrlliod is tliil 

tlip IiiiTimi- tiT OTicrr ulioiill ci rsccl ll«« fRiin* sn rtlnirr 6 of tl W roRuteT 
iiijilor *iis iiituli wlir-' llio result of »l« lotien, nj/T-kl, etc, is » rr loction 
»n I iln 111 t 0 1<1 Iio ler that fijj ir,* llie «ilctiti<>n-il »«m if the oriRiinl *ni unt i» 
raooif fn til" Istter ra«<* (Iip tUfe of It •• ortJer erUinneiHC iJ** oncin*) 
pienl tlioiil 1 1e sjirrirrl ii <-< ti tnn 7 If lie Ineom" lit* OfTife^ ilipiret to 
nikiiitMti t rorrnt If Ini « f lie entiles in tho roRiMer of <!rmnrnl »rnl collertioni. 
he rnn « Ijinl lie ftnl i<l»1 Is mo*n« of • fr memoTit him lh« 

eri I of the re.;itter 




cntrj m'xclc in the phts or immi< inemorvndntn in the clic-fificd 
re'^i‘?tcr of iloniind the nmonnt of rofniul phtmUl olMOH'sh lu t 
he rntored in the Tcfum\ npister ip ••nth i tniir i\(hiU1 in cITeol 
be '^honing i clonhlo rcfninl in tin ih lurtinc nt il uicntit'' 

Tlclnmlp unnlcil ip i rcPiiU of the lohutnni of thmnnl on 
appeal , etc , after the ciul of the a» ii to which tin eh in mil rcl itea 
•should be entered in the register of n fiimK mil rihitcp in the 
column other rcfniulp Wlicic is ll t nsull < m ijipeil etc, 
•decided during the \eir of napoPHinciit the riles of nfnnd ippli 
cable differ from thopc \lread\ shown in the c\^ ( ha ifintion 

of refunds and rebates the original entries in tlie register of 
refunds and rebates should lie tiiicelltd ba a iimiiis memorandum 
■and the appropriate entries should lie mule in the register afresh 
Tlie total at the end of the \car will lie iscertnmcd m the same 
manner as in the thissiried register of demuuK 

\ few piges should be set apart in the register of refunds for 
refunds of super ta\ from aii> cause 

If these two registers arc properU mamtamed the compilation 
of returns ^os I and II occupies a \er\ <hort tune the onlj delis 
occasioned b^ the ncccssiti of comparing the fignrcs with 
those in the public accounts 

70 Register of dally collectioBs and monthly verification ol 
departmental receipts hen the income tax oflice copv of the 
chalan has been received and entries liave been mule in (olumns 
■8 and 9 of the register of demand and collections (I 1 41J 
corresponding entries should be made m the register of daily 
collections (I T 44) Tins register is esscntiall} of the nature 
of a passbook and must be to the treasur> for verification 
every month Columns G and 7 and column 19 can be verified 
at once from the public accounts is the figures should he idtntical 
Column 20 will be tlie aggregate of the vouchers shown is cashed 
m the list of vouchers described m paragciph 71 The treasury 
officer Will enter at the foot of the monthly total the amount 
deducted at source m the treasury from (1) interest on securities 
and (2) salaries and pensions paid to Government servants, and 
the net total of columns 6, 7, 10 and 20 and the entries made 
bj the treasury officer will give the net collections for the district 
during the month A monthly abstract of the figures m columns 
6, 7 19 and 20 with the amounts deducted at source should be 
reported by the Income tax Officer direct to the office of the Com 
missioner so as to reach it on or before the? 7th day of each month 
The Commissioner s oflice will tabulate the returns for the pro 
Mnce in order to compare the results with the figures shown bv 
the Accountant General in the public accounts The jTeUminarj 
figures will be sent, under the signature of a gazetted officer, to 
the Accountant General for venfication, and if any di'crepancy 
arises, tlie difference will be scrutinized When the error has 
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been disco\ered, the figures finally agreed on \Mn be sent to the- 
Accountant-General T\ho ■will arrange foi their formal ■verification 
Tlie adoption of this course will facilitate the comparison of the- 
departmental figures of leceipts for the whole \ear from super- 
tax and income-tax with those in ^lie accounts and wull render 
possible the earlj submission of the annual returns 

The above procedure may need modification in the Presidency 
towns and in large cities containing more than one cncle and Com- 
mis'iioners aie empowered to male special airangernents in this 
behalf The principle, however, is the same m all cases 

71. Monthly veuflcation of encashment of refund vouchers. — 
A list of refund vouchers which Jiave been issued in am month 
should be sent to the treasury officer at the end of the montli fo»* 
verification As a voucher is onl) in force for one month, it will 
thus be unnecessarv to send a piiticiilir lj'<t of >oucher‘5 to the 
treasurv more than twice In large cities wheie the number of 
refund vouclicrs issued mav be large, ‘speciil chocks ue re(|iiired 
and Commissioners ma> bj special ordei luodifi these unnge 
ments in consultation with the accounts officers coiucnied 

72. Covers for assessment and miscellaneous recoid. — Iwo 
forms of cover liive been pie‘5cribed foi tlio i‘'«e‘‘'«meni rccoid 
(I T 40) and miscelhiioou'' record (I T d8) The covei for the 
nssessnient record should contnn onlv («) the .isso‘>Mnent foim, 
Iho note explaining the a«vtssmcnt nul i <<>p\ f)f m\ ipfv Ihte 
ordc’’, which should be sctiircd 1»\ a lag, imi (l>* nn'setuicd, tho 
last two relurns of income which have been itmcnl nml the 
depreciation record, where prepircd Ml othci pipers vlimild be 
plicsd in the mi'cellaneoiK lecord An i-'H.s'-metit order hhouJd 
be complete in it'.clf .ind should not refet to ‘•]»ctnl re|>oits by 
subordnntc officeis ‘^uth as As'Jict uit Incoinc-t i\ Officers. J’.\ lim- 
ners or Inspectors unless tlie repoits of those officers arc mule an 
integral part of the order Assessment* notes from other circles- 
rcgaidiiig a branch of a business should Imj complete in th“in6elvps 
and should alw.i)s be made a pirt of the as-«cssment orde’- rcht- 
ing to the business itself. 

T/io piirjKJsi* of the i iges on Cfic coccn. of f/ie rcconU is iUar 
from the forms tliemschcs and iletaiJcd jnstructious are not 
required The order form is intended to coiit.im .a complete record 
of the procedure in assessment 

^lanv of the entries on the order sheet t in he mule l»\ means 
of rubber hf imjis for instance*, the orders directing notices to ipsiio 
under stciioiis iJJ (1) an<l 2J (2) of the Ineoiiie-t ix Vet, l'k.’2 
Where a ►{k.ci il letti r of itiqiiirv is iShiied, the f.itl sbonbl be riuti d 
on the order «Jitel and tho office w/m nbouJiJ be ke/it m ibe mis- 
cell HUMUS fdi No rm>rd of Midi pijicrs hboulil bi* m ide m tbe 

•N // — lU rri. rt« *!■ Ulil far »< Ir. !- .ut.mill^'.t f>nt> rnrtnlh 

fnrr, rr.i-ijt .f ^ rr.,t<i.ilKn f< inrirmatun fn fn U •• «-"dc «n wl.icli llu- laaC 
nuartrn (f ll^ lii.inr«a ii &iliial(>f 
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corroei>omkmo rOp.i'^tLr where om !«» iineil SnnihrK on 

the RCtJpt of \ repU thi Imome 1 1 \ Ofltetr ihoiihl in iVc cfTcctiNc 
^rr^npctncnt«; for the insertion of the repK ui the inietcll inrouH 
record which phould forthwith he put up for order*? Siicli Icttera 
iho should not he entered in the correspondence re^M'ster ^s the 
latter In'? been found to lie ii«ele‘?'? for t!ie purpose 

73 Depreciation record— The instructions on the dcprccmtion 
iccord (I T 4fil ire self contiiiied The entries ui cohnnns 11 
to 17 of this record should be mule bj tlic Income ti\ OfTiccr with 
Ins own Innd Tlio most import'int columns \rc 11 and 12 and 
their purpo e should Ic clcirU explained h\ the Commissioner 
and \ssist int Comnii'' loners to Income tax Officers Ihe ncces 
sir\ information for columns 2 — h is supplied innuiIU l)\ the 

111 form 110 

74 Register of tax on salaries — ^The income tax deducted 

from the salines of persons other than Goiemment 8cr\ants is 
remnted to the Income tax Officer with nn in\oice m form I 
T while in annual return of cmplo\ees is delncred to the 
Income ti\ Officer in form 1 T 4 ] xiicnencc Iiowe\er Ins 

shown that it is neco«sir\ for the Income tax Department to 
muntnn i register of sihnes Flo form for this purpose is 
I r 41 ind explunv itself I ho inform itiou should be entered 
in he register month b\ month from the returns receded from 
emplo'Ners In the c isc of special salarx circles such as those 
for (1) persons in the aeti\c sernce of the Government whoso 
sal ines uid pat bills are subject to the audit of an Iccountant 
General (2) emplotees of % particular riilwat ind (3) officers 
and otl ers in militart omplot wliose pat is subject to the audit 
of i particul ir Controller of "Mihtart Accounts the register of 
taxon sthries i& mamtimcd b\ tie Income tax Department and 
M no one else T1 e register is compiled from schedules m form 
I T 47 In t)ie case of Government servants whose salart or 
pat i'5 subject to audit bt an Accountant General the scliediiJe js 
attached to the silart bill or detailed establishment paj bill and 
after check in the treasurt is forwarded bt the Treasurj Officer to 
the Income tax Officer of the circle concerned In the case of 
railwaj employees the infonnation is supplied m schedules pre 
pared bj the Chief Auditor of the rniittat and in the case of 
persons emplojed in the Armj b\ the Controller of Military 
\ccounts On receipt of the Schedules the necessart entries 
should be made in columns 2—6 of the register of salaries 
(I T 48) 

The information m this register is required at the end of the 
tear for entrj in returns I and r\^ and, in order that no delay 
ma) occur, it is nece<?sarv that the Income tax Officer should 
arrange for the prehminarx addition of the figures in columns 
2 — G in Jamiarj or Februarv so that the work to he done at the 
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101 No provision should be made for expenditure v,lncli js not 
co^e^ed h) some geneml or «ipecnl sanction of tlie Government f? 
■such a proMsion is considered necessary for am reason it should be 
shown separatelv with an appropriate explanation 

102 lump proM-^ious should be made m the budget \11 
provisions made should be sliown under the appropriate minor and 
detailed heads 

103 In some cases the full sanctioned expenditure is not in 
curred either because the full staff js not entertained or for some 
other reasons the actual expenditure iisualU falls short of the sane 
tioned amount In such cases the expected saving& should be show n 
in a lump deduction for Probable saMngs. as a distinct sub head 
of the estimate 

104 The provision for increments where due, whether for officers 
or establishments should be made m a separate line below the item 
proper 

105 P^o^^slon ina\ al<o bo made for the leave salary of officers 
nud Obtablishments on the basi5> of the past actuals, taking into 
account nn^ known factors that art likeU to bnng about marked 
Mnations Retirements maa al«o be considered where tliej can 
bo foreseen Care should lie taken thit the amount proaided for 
Iciae irniiganicnt" l^ not exccssne 

lOG In the case of contnet contingencies proMsion should be 
inuk for sanctioned aKotments onI\ 

107 Tor non contnet contingencies and traaelUng allowance the 
figures of the last two or three aears sliould be renewed and allow 
mice should tlnn he inadi. for all factors likch to affect those figures 
in tlic conuug ^l-ar 

108 'IriMlhng allow intt under non lotcd and \oted items of 
^.xiHiuhtun sboubl Ik* shown scparaleh 

109 Ch ir exjdimtori notts should le gut-n for the retention 
or otnisvion of all sjx ci il itt ms of i xfKiiditnre mid also for all consi 
diiible \iriitioiis of (he next Mars ostimates from tho t of (be 
curnnt \tnror tli*. actuals of llu Iasi 


C — Jaiiiiarif edtUon <} 

110 \ f-t itoment in tli following form m r^sjxct <f tix 

«u I incomt t \x istmiates on the basts of tli actuals up to tin 31 t 
ll ml 11 vlioull I e mbmittid to the \cc ) ints Ofiitor i n or before 
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the 2nd of Januar}' each jear for submission to the Go^ernment of 
India An> modifications which are considered necessary in the 
following } ear’s budget estimates should also be furnished 


s [ Accounts 

1 (past year) 

1 

]te\ ised esti 
mates (current 
year) 

Budget esti- 
mates (ensuing 
year). 

Super tax. 1 

Opening balance ... 1 I 

Demand .... 1 



Total . \ 1 

Collections .... 1 


Closing balance . • . 



Income lax, | 

Opening balance . . . 

Demand .... 

1 


Total 

Collections . 



Closing balance . . . j 




D — Supplcviciilarij reports tii coiinccti^ui tetth the cstwiatcs. 

111. The Caminiv«imiu of Income tix ‘•lioiild Mibmit a state- 
niont in form ho 1 T nj hliowmg the dcin md collection, baKneo 
and coinjxir line result of the asso-snuMit of lacli month for income- 
1 \\ iind Mijvr-nN icpinfclv In the 10th da} of the month follow- 
ing the one to winch u rehles 

112. Colnmns (it to (%> of the fonn sljould not include deductions 

at source from the Milner of ofTicnK nnd Gn\rrnment M'dintie® 
If it IS found too troublesome to work out o^ict figures for column 
(n > It w ill be nifTicicnt to ent« r in tl> it column the amount nss<»«eed 
lip to Hie .ml Ilf to tlio p-rioa u=.nlk 

allowed for pajment, aiu large Fum« in regard to whicli fpecial 
cxteusjoua ha\o been allovNcd being deducted. 

113. r.icn’ effort should be made*!© suhinit the statement punc- 
tinlh b} the ICtli di} of the month foDowirg the !hot th to wliicH 
n rchtc-. 

(r n n. .W doted .UourJ Jo:i ) 
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114. A prOjjressive statement of expenditure gi%ang separately 
Untlci voted and non voted' details of expenditure for each sub 
head of the budget under 2 — Taxes on Income compared mth the 
budget grant under the coricsponding sub head for the period ending 
■willi the hst day of June, September, October, Noiember, January 
and March should be submitted to the Board bj the 5th of the second 
month aftei thvt to which it relates AH statements ‘should be 
aerified b> \ccounts Officer, but, if the aerification is delated the 
departmental figure should be communicated on the due date and 
the aerified figure*? should lie submitted later The statement for 
the month of Decembei shall be telegraphed ovithont comparison 
with the A,ccounts figures bj lOlh January at the latest (GBR 
R Dis No 023 Gl /25 dated 25th September 1925, R Bis 
Ao 6‘i2 Gl (2^ dated Ut July J02G and C No 251 Gl j 20, dated 
Rllh June 192G ) 

But in provinces aahere a Central Piy ind Accounts Office has 
been cieated the Commissioner of Income tax aaill foroaard the 
monthly statement of expenditure compiled by the Officer in charge 
of the Pay ind Accounts Office with Ins remarks and such jnforma 
tion as is prescubed under these uilcs 

115 The statement should mention separatelv important mi 
ponding debits and UabiUties incurred but not discharged The 
statement should clearly shoav probable savings and excesses antioi 
pated at the time of submission {CURD Dis No 297^Gl/27, 
dated 1st July 1927 ) 

116 In connection with the consideration of t)ie four monthly 
and SIX monthlj estimates by the Finance Department the Central 
Board of Bevenue should he furnished by the 15th of August and 
31st of Octobii, resiKJctiaelj, oacry year with a statement sliowing 
the expenihtiuc and receipts under Taxes on Income up to the 
end of Julj and September The information should reach the 
Ccutril Boird of Beacniic on the dates mentioned above 

117 The coaenng letter should also gi\e all available informs 
tion Rupi>orting or contradicting tlie inference that might be draain 
IS rcgirds till progress of roenue or expenditure compared a\ith 
the budget on the basis of the nctnils WHiit it is important to 
know is aahethcr m the opinion of the budgeting authority the 
receipts ns estimated in the budget arc Ukclv to be rcahsod and i( 
not a\hat the grounds arc on which he anticipates a nse or fill in the 
1 ndgeted receipts and the extent to winch he anticipates such rise 
or fill 

118 The Board should nbo be informed aahethcr the expenditure 
under the head is hlolv to exceed the budget trraut and if po under 
a\hat units of appropriation The miwcs aaliuli ma\ lia\e led to 
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ail incro'\«c -lioiild iKoK^jivon Conipintixeh Pinall clnupc® need 
not be referred to in tbe four montlilj estimates, and it ip only 
clniipes of migiutmle «luch ire likeh to ujKtt the bmlgct iintcrnlly 
lint require to be mcntiontd 

(C n li. 11. Di? No 309 01136, diUed 10th Juhj W2G) 


II- lb \l 1 llOl IIIVTIOS \M) bUPll VMI NT\Ui Cl:V^TS 

119 Savings and ezccss<-He-appropriations and supplemen- 
tary grants durmg the year. — ^The imtbontics responsible for tlie 
■control of ex^xinditurc should pubinit to the Administnti\e Depart- 
ment concerned a htatement showing the anticipated excesses or 
saaangs in the actuil expenditure ns comjvarcd with tlie grants 
jilaced at their disposal All projiosals for re appropriations and 
supplemcntarj grants should be submitted, through the /Accounts 
Officer concerned, so as to reach the Board bj the end of December 
each jear The date mentioned above maj, ns far as possible, be 
aidhered to in "uhniitting proposals for re appropriations, etc 

This howcacr does not preclude the Commissioners of Income- 
tax from intimating to the Board further surrenders or excesses that 
come to their notice after December in fict it is nccessara that the 
‘Commissioners should intimate to the Board inj important saaings 
or excesses that come to light after they lia\e made their report m 
December, but the occasion for such reports should seldom anse if 
the reports in December are made with due regard to the probable 
course of expenditure in tlie last quarter of tlie >ear It may not 
a!wa}a be 'possible for the Central Board of Beaenue or the Goaerri- 
ment of India to act upon these subsequent reports pent after the 
December '■eport, hut caerj effort will be made to act upon them 
(C D R R Dts No C27 C C /3r dated 13th May 1927 ) 

120. The ahoae instructions apply to tht grant under Ee- 
funds. , the savings and excess in winch should also be shown 

121. Ee-appropriation or additional grant after the close of the 

year. — Certain powers of re appropriation within the budget grant 
under tfieir control are at present possessed b\ Commissioners of 
Income tax (tide paragraph 5 in Chapter I), and in tlieorj the spend- 
ing authorities are expected to transfer savings from sub heads where 
such occur to meet excess expenditure under other sub heads m the 
same grant, obtaining the concurrence of the Finance Department 
' ’ * ’ necessary Though technically re- 

the close of the jeai, all excesses 
for sanction, and if the grant as a 
whole IS not exceeded and if re anprcpnations could have been made 
before the expirv of the jear by the Commissioner, the excess should 


c 2 
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formally be sanctioned by the Commissioner. If re appropriations 
could not ha^e been made without the sanction of the Central Board 
of Ee\enue, the Finance Department or the Assembly, such excesses 
should be reported to the Central Board of Ke\enue as soon as 
possible after the close of the year (G G.O F D No D-IOSQA^ 
dated 1st June lOao, G B R G No 2G7-GI /2G, dated 24th June 
1026 and G,G 0 F D No. D im5-Ex 111-26, dated 22nd April 
1927.) 
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CHAPTER VII 


Interprovmcial transfers of assessments 

122 Under section G4 ot tbe Indian Income tax Act, 1922, when 
sinj di'^pute arises to the pro\incc m which an a‘^'^‘?«oe should Le 
■a'5SC‘«'ied, the que'^tion is determined by the Commi'ssioners concerned 
■or, if thej irc not in agreement hj the Central T3oard of lleaemie 
and, under the Act, the local Goaemment has no sfandi in 
the matter As it is desirable that tbe local Goaernraent should haae 
an opportunity of expressing its aicws in such cases, the Cornmis 
Fjoner of Income tax of the proa nice should obtain the opinion of 
the local Goaernmeut before himself agreeing to a transfer of the 
assessment of a business from the proamce or before forwarding 
■the ca«e tor the orders of the Central Board of Tlcaenuc in all trans- 
fers of assessments of businesses where the ‘ assessed income” is m 
excess ot a figure fixed b> the local Goaernment (G G 0 F I) 
Ko Q3 S , dated 22nd May 1022 ) 

123 Transfers from one i>roamcc lo anoilier winch affect the 
standard figure under Deaoiution Rule 1> shouUl onlj bo made 
thton_ii tin ComnnsMoueis of Income tax and with the consent of 
botli the (.omini'Sionors <onccrnod Transfers that do not affect 
tlie standard figure maj bo imde b> the Income tax OffirerR direct 
pioaidod that both the Iiicotnc lax OflueTs concerned agree to the 
transfer If the Income tax Officers cannot agree, the Income tax 
Officer proposing the transfer should refer tlie cise to his Commis- 
Rioncr aalio rIiohUI then tonsuU tbe rouunissinncr of the Proaance 
to which'it IS propo-td to n il c tin transfer If the Commi'-sioners 
disj^ne th ( onnms-.ioncr proi»osmg the transfer tan if he so 
de«iri s rt for the matter to the Central Board of Rei enue for orders 
V transfer of i-«< -‘•mont ‘•liould not be made after the close of 
X'tcemlior in am leir or after the asces ment for the aear has been 
made except m Mri Fixcial circiunstamcs m 1 tlie oTicer who made 
the ass<>esinent slirmld eolleel the dtmand (CRT? Cirruhr 
Ko f?-/, (lUrl ICfh Sr/frnifer /**"*/> 

121 When i finn with a iiiiml>or of hnnehos in difftrcnt pro- 
xinccs transfif" its principal place of bu me - from one proamce to 
another, its totil I asjc ineomc. incluling that of all its branches, 
phould be transfirnd for the pnqio'o of niU 1” to the proamce to 
aahirh its prmcipil plict of bu me •. tnu'ftmd anl not rnertK 
the ba-ic income of the 1 ranches m the iroaiiue from aahi h tie 
prmcnvi! ^ hee of !>u mcsn is trails^ rnd (C R 4f^D D t 
Af> tl? T) T '2', dite i 17th 1 
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125. A list of the traiisfert> in any year of busme'^s assessments 
from one province to another should be submitted to the Board every 
year by the 1st October. The. transfer of assessments and tho 
assessed income in each case sliould be verified by leference to the 
Commissioners concerned and discrepancies reconciled before siib~ 
mission to the Central Board of Revenue. 
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CHAPTER vxn. 

Annual Retui ns. 

A — IssTi cTioNH ‘imiNo TiU' rniiPvnATiON op the AN^UAL^ 
Retlrns 

126. ni"ht rcturnc are pre'=4-nl»o<l in the fonnfi attached bere- 
\\ith (I T JttoQO and 60) 

127. Itrtiirn \o I — \ con‘^lidited return in thi'J form must 
bo propirod In the liuoine-tav Commi‘«‘‘ioner for the whole pro\ince 
hut he nn\ «rringo for printing tlie return in tln‘? form for each 
dntrnt or (ii<k 

Kefund>. gi\t n under pctlion 40 of tlie Act should be entered m 
return No 1 , no attempt should be made to distnbtite the refunds 
between returns Kos I and IT All refunds for whicli Nouchers 
ha\e been issued during the jear sliould be entered in the returns 
whether t i^hed or not 

128. /iefurij No // -Tin- i« » return gning particulars for 
super-tw snmKr to tliose gi\en in return No I for income tax 
This return iinN ilso be printed bj the Income-tax Commissioner 
In dwtri tH 

129. Return \o III — In this return, refundb and rebates on 
account of (1) interest on securities (2) dnidends from companies 
and ( )) Rlnie> in the profit of registered forms, are to be shown 
There should lx no ditficuttc in gi'iiig the details regarding these 
refunds ind rebitc- h e the abatements of income-tax deducted 
it the Muino whuli ne ci'cn clTect to m assessing the ' other 
inioiix of in is-fs^ei fiom the register of refunds and rebates 

{I T n) 

130. It should howeccr bo notcsl that an applicant includes 
not oul^ the person who applies direct for the purpose of a refund, 
hut also one who (hnns a refund through adjustment at the time 
of his assessment If a person gets a refund regarding both inter- 
est on s( cnnties iiid d Mdends, he should he shown as an applicant 
hotli 111 (olunin T and in column 5 

131. Return Vo IV — ^In order to gi\e effect to the provisions 
of rule 1 > of the De\ohition Rules, the figures entered in the body 
of this leturn should represent the income in respect of which tax 
was cnllccted and the tax collected during the jear 

132. The entries at the foot of the forms arc neces«ar\ m order 
that the figures shown m the mam body of the return may be 
reconciled willi the figures in the public accounts Penalties must 
he shown in the entries at the foot of the return and must in no 



40 


circumstances be included m the tax collected Before sending 
in tlieir returns, Income tas Officers and Commissioners of Income” 
tex shouW obtain from the Tieasurr Officer or the Accomifant 
General concerned, a statement of the amount of net colleciwns 
sliown 111 his boohs compare it with the net total shonn in their 
returns md e^pJajn anj dirergeoce An irnreconcded di'scrcnancy 
meins tint tliere are mistal es either m tlie Accountant General s 
ngiires or in those of the Income tax. Bepaitmeiit and incorrect 
returns are of no u'^e 


133 Those chs'^ei of income i shire of the income ta^ on 
which was not credited to PioMucial revenues in 1D20 21 ire not 
to be inchided in fho figiues to be euteied in columns 3 to 10 
E'^implea of these class.es of income are the silanes of Officers in 
the Armj and of Officers sen in" in the Impenil Depirtments 
direct!} under tJie Gorenim&nt of Jiuln tncomQ<^ from interest on 
t}ie Government of Iddii •securities where income lix i'? deducted 
by the /Vccountint Genen/ Centn/ i?evennps ind in some oice« 
profits of Pailwiv Compinies Detii!«?<l instruction* rcjrirdinff 
the«e classe* of income s<!ionld be issued to Income ti\ Officers b\ 
Commi*®ioneis of Income ti\ 


134 Circ must lie tahen re^irdm" the tntn of the number of 
ftssessees i* mi->tilcs hive at times been undo in tins matter In 
one province i‘-‘-es ecs fioin nbom ^r^e^r^ onlv were colfccted wore 
iiot shown n\ one veir vvhde in inothei prouiite the whole of the 
assessccs who were i« e<l on «iJincs onlv were left out Fverv 
as e*»sco from wlionv ti’^c In* been coJIicted must be emend ind 
must be entered onlv once 


135 AH fi\ collected whetlier in respect of isse sment-' mid 
duriii" the vt.ar or in respect of irrcira from preccdin" veirs iml 
the income in re pcct of winch ti\ (whcflier irrcirs or current 
demand) was collected should he entered in the proivtr "ride 


136 Since income (i\ is deducted at source it the minimum 
mte from intere t on stcurincs fe\cept wlien effected bv certifu itcs 
illowiii" (Icdtution It V lower ntc ic nnlicipitorv certificitcs 
and ffic piofits of conipinic and of re"isfcrpd firm® tlicre is no 
need to <.hs«if\ the tax from (hcso «io«rces actordm" to "rides of 
income I be total income ami tax under thes^ hew!* art to to 
entcud m i lump Pum ncanvst ch W — I nrhssified lucnme 

Tiif nines covir d I>v ant cipitorv certificates of exemption and ntJier 
1 icomes r {/ roimd sum pud m exceptmnil last^v b\ ciniJovt p 
Plioiild also b< mhilel m this item ■Refunds pranful nt tPe 
maximum rat" on inrnuie of (h s ch® es slmull 1 d liic nn 
fo*- this inrio« slioull 1 enUrtl in columns G2 and -T ni:nn t 
fins class \\ 
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137. No ^llfTlcnlt^ l»c c\ixnpn{'c<l in filliti" up return 

No 1\ in cT^cs wlicn income tnx h collcctoil in full from tlio 
W hovc incoiuc t*\\ IX not collected in full in au\ one 
jear, but i«i collected parlh in one ^C 1 r mid pirll\ m another, the 
amount of income to he xhonn in rcxi>ect of collections in nn\ 
one ^c^^\r ‘should hear the x-mic projiortion to the total income of 
the ic«c‘=‘sce charpeab'e to tax ax the amount of tax collected hears 
to the total tax ax«c‘S‘scd 

138 The ximpleet n i\ of filling return \o is h\ careful 

innntcnanee of tahnhtion xhcotx (I T Othcmise it mil be 

ncce«xar\ to di\idc up tbo axccxxineiit records of a district or nhcre 
a , ircle is less (ban a divtricl of a circle into proiips correspoiidin" 
vrith the grades and to compile tbcec statistics from each record, 
pcttiup apirt a ‘.iifTiruiit nuiiib«r of forms for each group nnd enter 
ing for oicli asscssce the details required for (oUimns q to 2S In 
columns d to 11, onl\ the total income nnd tax are to he shown 
in Imiip sums against class W and so no tabulation sheets nre 
tiecess-iry 

139 Columns 3 an I I m return No I'lll be based m the 
cs'.e of salines of (Tovermmnt ofiiccis not di ilt mtli in special 
Fala^^ circles on the mformatum su| plied to tlu In onic tax Officer 

1 nder section 21 of the \<t Wbtri. m otTuer i& transferred from 
one distru c to itntlicr during the \ear the amount of the tax 
deducted viid the amount of income m respect of which it is 
deducted in each distnct should be shown m the retunia of that 
district Such an assessee will lioueaor he entered in column 

2 of the return onU m the distiict lu whuh the assessment for 
the 5 ear was made 

140 C olumns IR and 10 of r< turn No IV w ill include all income 
of an asses ee other tlnn the iiuotnc \lrcad\ accounted for m the 
preceding coliimns of this return Whera an nsses^ee who has 
income on which tax has bien deducted at source winch will Ijaie 
been show n in columns 3 to 15 of this return also has income that 
wall have to be entered in columns 10 to 19, it must be carefullv noted 
that while these columns wjU inerelt show such additional income 
and the tax collected (hcieon the amount of the income and of 
the tax must he entered against the grade of the income shown 
in column 2 winch rcjirc'HJiits the total income of the assessee from 
all sotirc'^s 

141 Care must he tal en that an\ person in receipt of salarj 
from which iiico ne tax is deducted before paamont who has also 
other income is not mcUided twice in column 2S in the number of 
gc^esciees No entries should be made m column 28 in respect of 
an assessce from wliost salan tax is deducted bi the Jlilitarv 
Accounts Department or anj department of the Government of 
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Indn anfl tile ta\ on nliose silaij is credited m the accounts 
direct to he Gmernment of India Wiiere such assessee lias, in 
addition to his salary, other income nhieh is assessed hi an 
, Income-tax Officer (otliei than an Iiicome-I i\ Offitcr in cinreo 
or a special ■!aljr3- circle) the amount of the addit'onal income so 
assessed and the tax lollccted on such additional iinonie should he 
entered in loliiiniis 18 and ]•) according to the giade approiirnto 
o total income of tlie buf ‘jnch should not 

bo includca in the luiinbcr of in coliiinii 28 ‘^inco he will 

have alreacU been inchKlod in tlie ictnrn imdc l)\ the Tuiiiornl 
Department. 


142. If, .iR the rosdlf of an .ip|>eal, in asRChsee ir trin<5ferre(I 
from one "radc to another, lie Rlioiild lie sliown m tiu ^jrule in 
winch he IS placed as the rc'snlt of the appeil 

143. On!^ cash refunds ^ninted iiiiiler Section ]> after collec- 
tion of fa\ on acionnt of insur.ince prenin. etc are to he sliown 
in cohmuiB 22 .ind 23 Rcliates in.idc 1>\ adjustment before collec- 
tion of t.i\ should he deducted from the imome .ind 1 1 \ to he shown 
in colinnns .‘1, -4 and 1(5 to JO 

144. /frttfrii iVo K — liri irs f^lioiild he iik hided in ordinary 
.olleclions in tlic samo wo> us has boeti pmrnled for in return 
No ]V for incoinetis Jhnilties. fine'.. cohIs, evtchs collectinns 
and .idv.ince /M.Mnents lin» Imch finnnled for m the fooMiote. 

145. Uflurit AV» I / -IVodiii'.' the reu'-jon of iJa form ( o/n* 
miss'oners of Tnionio-ti\ ►lumid iinhe \eirh an anilM'i*. of the 
different source-' of imoim in ihtir pnnimes which an iiuhided 
under item “21 — OtheiK ’ .»nd should ►end the anihsis to the 
Doird III inmu‘‘tnpt alon^' witli the returns in tinier tint i more 
Fatisf.K (ore form of return nna he de\|s<d In addition a h^t 
phould liC Kiit of inj iniiKirl.int sonrns of nuoiiie most of the 
rccii>ient« of wliiih an liable to incnuie-fnx nnh amf not to super- 

f.ax 

14C. Jiiliirn -Vo 17/ — This h m If expl unlnr\ 

147. Ilrtunt -Yo 17 // — \ j'lnsm. who rereiM- a n!ar\ hnt 
who !► onlc a jnrt-time empl»nee and his other inenine « xtcodinj: 
Ins ►»fir\,\hoiild he clisvifiid imdi r •nonMlir> < T=e-’ 

148. Ill onhr to in ihe the eoinpihtion of thi' ntnrn eisj 
Ineoroe.tix Oflia rs should m\ iriahh Mrikt tint the inipplK nhle 
entries on tin I'wk of the nsscssimnt form ff T '1'" mi ns to 
►?toH uluflor a return of tmntni' ha* l*c«n viihmitt' d “r ** *' 
if oiM- lus I.en siihmittM!. wheth.r it w nnipf'd or anomiis 
nnd of In r « enh in e Wi re e i|h d for, and. in the titt» r ‘ 

the rirronnls mid otle r «\nhiiri w»re proiln'«d and if *'* w i« ler 



(he wns hiectl on tlicin or on i\!i csturntc llie m 

fornntion ivcimrcd for the return pliould he |x)<iteil, from tin*! rc 
cord on the form into the colanxuR (10 atxd 20) prcR 

(Tibid for (lie |)iir|>o«o in (he BcRiRtcr of Demand and Collections 
(T 1 11) the tot ils of nhicli will Ik* (he fipuroR required for this 
return 

149 It ■should Ik. notid tint the word «*•*•< ‘•■jccs includes |x?r 
pons whos, income wa<r taxed at poiirce hut who on nsRcssmcnt 
were not found liihk (o further |njinent A |>crw)n whoRO incomo 
ih a\er Its 2 000 and tonsists onl) of duidcnds on which a refund 
nn^ or in ij not he due Rlionld he included 1 he mimher of returns 
filed l>\ i jicrson not hihic should include returns hy jiersons 
who are not issessahle hut who claim a refund of tax deducted at 
source 

150 C oluinns 10 and 20 of the Register of Demand and Collec 
tions (I T 41) are meant for the preparation of the amunl Return 
No VIII The following symbols may conveniently be used to 
sliow whether the returns or accounts were submitted and accepted 
or not — 


N s= \ol submitted 

V s Sjul mittcd and accepted 

R s= Submitted hut assessment not based on them 

\n issessmtiit under section 23 (4> is not an assessment based on 
accounts If accounts are produced and the assessment is in the 
mam based on them with the ne essarj rorroctions it is based 
on accounts if liouc\er (ho iph accxniiits are produced the income 
Ills to I e c kulated at an arbitrary rate of turnoier or otherwise 
estimated it is not based on accounts 

iC D R Memo R Dtf^o 3S3 I T /3o tiafed Gth October 1026 ) 

151 The Commissioners of Income tax should submit to the 
Central Board of Reienuc b\ the Ist August each jear the usual 
mimbei of copies of the printed returns together with a brief 
report in manuscript (in duplicate) describing the conditions of 
the tear and explaining an\ substantial tariations in the figures 
as compared with those of the preceding \ear In order that the 
returns ma\ he submitted ba due date Income tax Commissioners 
should prescribe suitable dates for the submission of returns by 
Income tax Officers ^^^lere a whole time income tax staff is 
entertained the Income tax Officers should liaie no difficultv in 
preparing their returns before the end of \pril This anil avoid 
dislocation of assessment work 
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B — General instructions regarding ^he PErp\R\TioN of 
REPORTS AND REMBWS. 

152. A leport should contain only the explanation of really 
important or suggestne variations in the statistics anti the state- 
ment of teaU} noteTiorthy (acts in the liiston of the i ear’s adminis- 
tiation (cf. paragiaph 151) No meraparaphra‘=:ing and reproduc- 
tion of statistics should occur 

153. Similail}’, a renew slioiild be strictl} limited to comment 
•or ciiticisin on the general results, so far a« romment or ciiticism 
IS recjiiiied It should contain no precis or sunnnarj of the 
report* 

154. All attempts to offer expl.anations of Aarntions in the 
figures, W'hich are not important oi unusual, slioultl be excluded 
unless the fact alleged in explanation is in itself important enough 
to demand mention The jde.a that it is neces«arv to sia some- 
thing should be discarded and it should be recognised that the 
briefer a report is the better, if it sats all that need be said to show 
an intelligent comprehension of the meaning of the facts and 
figures 

155. The body of the report should be almost entirelj in 
jiarratiAe foim if occasionalJj it is necessnr\ to introduce tables 
of coinparatne statistics into the narratiAe, sucJi statements sliould 
be biief and simple, and their number ngulh restritted The 
reports should not be lengthy but ende.aAour sjjould in' made to 
jnake tlieiu interesting though brief Tlic follouing.snbjects should 
be among tliose dealt with — (1) the progress made m extern} 
aug the operations of tho special department, exact details should 
'be gnen; (2) the salient fe.'>turcs of the preMoiis aear on the 
income of aaIucIi the assessments were based m the Acar under* 
report from the point of ajcaa of Trade, Conuiicrco, rmhistn and 
Xinance, and then efteet on the leAemios from jncnine-tix and 
super-tax , (3) niiA other circumstances, political or olherujso wlmli 
affected the leAciuio, and aiiA imtiortant incidents connettod with 
jthc Acar’a administration. (I) the progress made in educating the 
atstioccee as cAidenccd In the extent to aaIucJi returns A\tre made 
.and accounts proiluced and to aaJiicIi assessments could be ba«od 
on tho accounts prodiiccil . (>) the oxteut to aaIucIi tax-jiaAcrs f iilcd 
to dischaigc tlicir (jliligations piinctiiallA and to aaIiicIj coercion 
had to bo resorted to to enforce paATuenf of the tax , (0) am 
imporfa.nt problems, legal or otherwise, that jirescntcd tliewjsches 
for solution during the Acir, (7'^ (he AAorking of the new IVpart- 
ment gcneralh — its fuccoss or fiihire from the points of mcw of 
the GoAcrnmcnt and of the )iiiblic respccliAch ; the work of 
ofiiccrs of the new Pepartinent gcneralh and indnidiialh, and 



e=p<^cnlI^ tint of iic^h rccnutcd officers — ind the degree of success 
ittaitiod ni vceiiriti" officers of a suitihlc t^•pc, inonl, Bocial, 
ph\sical and jntellcctu'il , (0) tlie nmoont of touring nnd inspection 
done hj the Coininncioncr of Income tav and hn Assistant Cora- 
missionors, nnd its result, and (10) the degree of lmp^o^cment 
otTcefed in respect of dolavs m assessments and in collections 

156 In the ease of ill reports for ^^hlch statistical tables lia\e 
been prcscnlKd h\ tlie Central Board of Jlesenue as appendices, no 
additional table should he appended to, nnd referred to, in tho 
report a\ithom the prcMous sanction of the Board 



173 Direct (ofiicnl) commiinicntion*; bet^^ec}l Government 
officml'! in India and ofiimls in (1) tlio United Kingdom, (2) Con- 
tinental Europe, and (3) tin. Colonies are irregular and pliould not 
'be made 

174. Copies of official corresiiomlenco are not to be given as a 
mere matter of course recommendations m favour of an> 

person are made, copies of the recommendation should never bo 
given to tlio partv concerned A copv of a report submitted to 
.superior authoritj should not, as a rule, be given, it niav raiso 
fal*^ hopes and it mav, on the other hand give ri'^c to petitions 
and memorials protc'^tmg against the views of the reporting officer 
Neither should cojues of official letters from superior authority bo 
(Ordmarilv given The parties concerned should be mfonned of 
the nature of the order that has been passed Should anj of them 
require a copv of the letter, lie should be referred to the superior 
officer hv whom the order was passed, and from who'sc oflicc the 
letter issued 


C — Piles (tn<l registers 

175. General —It has not been considered nceee«.an to provide 
for minor matters sucli as opening covers, etc Everj liend of 
an office inu«t understand that he is responsible for the prompt 
despatch of bti'-incss and must make amngoments to soeiirc this. 

176 It would Ik! well if a supplomentarv set of rules were 
drawn up in each office, proscnhiug the duties of the difTcrcnt 
(Icrks and providing for other jKvmtR of detail on wliuh instruc* 
lions luav bo required \n office order l>ook pliould uhvavs Ikj 
I cjd up and in tins the fupplemciitarv rules and all orders rihtiug 
to office matters should ho ciitcrctl 

177. Method of maintaining flics — \ single file cori'-iets of overv 
letter rtctived and issued in (he cimrsc of a (ons( culive rorrr‘>[>ond- 
eiKo oil oiu siibjict tacli pai'» r l*eing phnd m (Iiruiii)Iogiial 
ordir, le , the first letter i-'Urd or rtnned at the liottoin tlio 
nc\t tIkivo it and k> on, the letter rif Hfest date I'em^ at the 
toji I-ach fitter, immediatcU on firing pined with the file mu^t 
be given a «» rial immlK*r, i e , the fir«l letter will U sernt numf’cr 
n, till M eond scrnl miinl*er 2 , and so on hupixj'ing tiien are 
fwentv lettirs iri the fifi the h«t letter vull l»ear serial nnnilvr 20 
T lie'-e serial numl»ers are useful fur the purjiuseH of rtf* mug to 
am paper, and nl^^) show if the file is rtanplele The i*va of ft 
fitter Will at one* l>e d tectetl l»\ the fft<t tliat a r* rial numlxr m 
mi‘ in.. The urie** thinforc iiiw-t 1*0 nrrfullv I'jd tip 

178 With earh lettrr sliotifil l«o l«pt nnv oTre n ‘t*** vWuc!> 
j 1 With regard to it 
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179. Registers. — ^The sjstera of registering correspondence and 
files lanes in the seieral proiinccs, the procedure adopted being 
that pre«cnbed by tbt local Goiemments for district officers The 
practice alreadi ob<=ened maj for -the present be retained, the 
necessary registers being maintained in manuscnpt 


j) — Procedure relating to correspondence other than correspondence 
regarding an assessment 

180. Procedure on receipt of letter. — As soon as a letter is 
recened iii the ofFce, the date of receipt should be marked on it 


181. If the letter be the commencement of a fresh correspond- 
ence, and not in continuation of an existing file, it will form the 
basis of a nen file i\hich should at once be entered in the file 
jegister The letter should also be marked serial number 1 m 
the file (cf paragraph 177) 


182 If the letter be in continuation of an existing file, the 
clerk will get out the file to which it lielongs, assign to the fredi 
letter the next consecutive serial number of tlie senes of letters in 
that file and place it on the top (cf paragraph 177) If a reference 
IS made to other files the' should be linked Care must be taken, 
however, that the letters of different files are not mixed up, each 
file should alwavs be tied up separately 

183. Submission of file for orders.^-Tbe case being complete, it 
should be submitted for orders, the date of submission being noted 
on the face of the docket thus — S 1-1 (meaning submitted for 
•orders on the 1st of Jinuan) This will enable any delay in the 
office to be checked 


184. Issue of reply and subsequent procedure — If a letter is 
written m repl> a fair copy will be made and submitted for 
signature after which the clerk will — 

(o) add the despatch number and the date both to the draft, 
which IS to remain m the office file, and to the fair 
copj , which 18 to issue , 

(b) despatch the fair copy, entenng it by number and date 

and address and number of enclosures, m the account 
of stamps presenbed in rule 193 or peon book, as 
the case may be , 

(c) assign to the draft ifs serial number m the file ; and 

(d) then return th'e file, a H5 l®ger ^nired, to its proper 

place in the order of its number in the shelf to whicK 
it belongs 

185. Reminders.— Reminders and lephes to reminders issued or 
received should not be registered, but should be noted on the original 

' o 


Ms t*. /{fit d/^3 





Oj’Ik' rcpir^ of rrmindm (trjirrr rrlu'iics!) s’lrrfl !>' 
n) rn tin' ri*j)U i< r€*tvhi*<1 rr nr’fj ri*p]j'*< t.» 

mtMuli. r‘, if rJ3''rrlji fonml, rJinithl Iv ilrsfrotiNl n}i('n ifjr ri*p1\ 
to tl <* I< ttor i' or rrccno<l. 

186. When Jttttfr U5ued begins new file.— AVlim n letfi r 

t}u of n m*« filo. Iho Mine pri\tHlnrr imi«t Iv follonoi 

n' m 181. 

187. Circulars, — (irmhr/ fnuo.; rult - i.f |'n< tur* nnx I-' 

l.rp| tOfiiht: ti) /I }kvA , Am ^touoirr, f<i rv^tuh 

11m*a iin\ i^wt' ri’v iiMut Ih‘ inadr into n n n’jn of Ihr ritj tihr 
U'lfi,’ plnccd on It. 

183. Pending and dosed flies, how to be kept.— I'or tin- |iur|Nt 
o' rrnoi.^ ui' nf «<*m -jHiiuh «<*♦ now U* ilmtit'ti Hum — 

hu fih ' uliii Ij ir* )H I i‘ , tm mImc h ft rlli* r m'TU j«ind. 

run' M t’Xperlnf : 

>l>» ulu'h nro <l'>'r«I au« 1 <th uliuh iii» tnnrr frltrr^ iff 
hi 1 1\ In N' fi «Tnul 

IS'J. \* th« lujiiilrf of fif. N in til jim»uie*ti\ (d rr i< r >{ 
Iirgf', |{ lull !■ »pniu'’fit if till' t«(» d^••r^ rf fih‘* nfr kf^pt on 
^/•jMrjU ►'ulvrx 

100, I'un h’r imi'J Irpt in ii« pijvr j>*ni* m ihi* I'trlf 
to inI n h It I«*'oi f X(f pt ul »-n it H in octijsl tuo »| vi! 1 

iMi !• il’i lU'J to h t h' al*« t <»n Ihrjr IxM *i. ar I 

I ll •* i M t«* II liiru'-il at ifj'* <''«•«! i! i ci n to if ^jr 
*l-Ur* 

ISI. laiptcllco bp AulJ'.int ConintlKlcbtfi.— Ml o'’ ■’ ‘‘’I 

i- ll • ■ .' ll iii'i- V I It I fi (.^11,1 I'll 1 1 A' iifi ' ' 

jt Jr • 'I* n tnr. 

100. Mcr.thlp Ttliira cf unanswered referenrej.— \ i ' of» h f «• 

< ' I I • r I ( ■». »' ' I I- » I \ Ir i.# • I'X 0 “ *"i 

. 1 * »*u r ( tfi • •• ''fy Jf 1 Mufil-’ f-‘ i» * 

103 Arreunt cf lerrlre patspe slatsfi uhJ f'r ccererpc'sJ 

— tf - ' • »* 'f f-- 1 * » 1 rr - ’ f * ‘ 

f . I . ’ I 7 I } f •- I*'" .< »*’» f. J. • m' 'r f * t* ^ ' f ' I"*' 

, ‘.♦j.*’* "• i7.-f •• ••<** r •'«*■»> »"'»• 

t., \ - . »r*- • f I [•••* 
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FCcurtU plnll l>c tal^en from puMio occomitnnt for the purpo e 
of this \ct \ clerk slio\il(\ l»c treited ns n public accountant in 
who'e ciistoih iiu jiibhc nione\‘>, pitch ns a pcrimnent adiancc, 
remain 

195 Ihe ninount of pccuntii to be liken under pingnph 194 
fbouUl l)e it 1 sum cquM to tho inixmmm nmounl which he 
orchmnh his m his hands it in\ lime On this point, howe\cr, 
discretion is Kft to \s«iRtiiit Commissioners and Income tax 
pfTicors subject to the lonlrol of Commissioners, and all ofDctrs 
fhoulii stc tint the sum left in the hinds of their puliordinites is 
not more thin the imount of the poenntt taken from such 
fuliordimtcs 

196 Tho stuirit\ mi\ l>e eitlur in Ciovcrnmcnt promisson 
notes {the imrket \aluo ind not the ficc \ihie bcin,: tiken) or in 
cish or 111 liMcletl proptrtv (txcliisuc of house propert\) and in 
order to pro\ide ipiinst rises in which discotcrj ma\ be made, 
(after the official Ins \acited his office, of defalcations nndc prior 
to such Mcatioii of office the sociinti deposited b% him should be 
retimed for n\ months after the official Ins \ncitcd his office 

197. k fonu of l>oud (or is ippendod after paragraph 
19n In the civ? mentioned in the follouinp pingnph tho por- 
tions of tlie IkuuK 111 hmckeis which rchtc to sureties should be 
omitted veairiti bonds of officials Rliould bo kept under double 
lick in the ttc\sur\ strong-room and not in the record room and 
while Cl h and pronii«son notes lodgeil as hecuriU mac be returned 
SIX months after lacation of office lionds should he retained 
perinanenth oi until it is certam tint there is no neceseitj for 
keepiii" them in\ longer 

198 When an official furnishes tlie securit} required of him 
by the deposit of Government promissorv notes or cash or b\ the 
hj'polhecation of landed propertv , and executes the bonds apper- 
taining thereto he should not be required to find sureties also 

199 The adequacx of all securities should bo annually scniti- 
nised and if it appears to the liead of the office that the sufficiency 
of the secuntv is from an\ cause impaired, he should submit a 
special report to the Commissioner Heads of offices will be held 
personallr responsible for anv neglect m the matter 

FORJi or sEcunm bond 

KNOWi all mi-n W these presents that A B principal of 
(C D Ist surety of and E F 2nd surety of } are held and 

firmly txiund unto the Secretary of State for India in Council m the -nm of 
lU to be paid to the Secretary of State in Council his snecessors or 

assigns for which pavirent wen and truly to be made ws bind ourselTes our heirs 
eaecutor- administrators and representatives sealed with our seals 

this day of 19 

b 9 
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WHEREAS the above bounden was on the dar 

19 , appointed to and now holds and exercises the office of and 

WHEREAS by Mitue of such office the said has, amongst other duties, 

t • t X r ’ proper storing ard keeping of, in the 
' detail money Goreraoient currency 

ed and received ), \liD 

•ver called upon so to do to show 
to hia snpenor officer that the said pnqierly u at all times intact in the places 
aforesaid, ind is bound to keep tma and faithful account of the said property 
A?»D WHEREAS the said in consideration of the snid appointment 

(has delivered to and deposited with cash to the extent of Rs ) 

or (has delnered to and deposited with and endorsed to Government seen 
rities to the extent of Rs as set forth in the schedule hereinafter) or (has 

mortgaged and h3TX)thecated the landed property hereiuafter set forthl for the 
purpose of in part securing and indemnifying the said Secretary of State in 
Council his successors and assigns, against all Toss and damage which he or they 
might suSer by reason of ihe said property or any part being wasted, embessVd, 
•tolen misspent ' **’ “ ’ — - »<• — « v_ u _ 


said or an absence 

■or otherwise for * the said 

4 B (and ihe sa . entered 

into the nbove b< perform 

ance by him the and the 


other duties appertaining thereto or which may lawfully be required of him and 
the indemnity of the said Secretary of State for India in Council against loss 

from the acts or defaults of the said and of all and everv the persons 

afore«aid 

>iow the condition of tho above written bond is such that if the said A B has, 
whilst he has held the office of always duly performed and fulfilled the 

said duties of the said office and other the duties afore«aid, and (if be the said 

C D and E F ) shall in-* ■* ® ' -v c* # r India in Council 

from all and every loss • he said A B has 

held executed and enjoye ns obligation shall 

be void anl of no effect in full force and 

virtue , 

(Provided alwavs and U i« hereby agreed and declared that neither of them 
the and C 1) and E F , shall bo at 1 berty to tenninale iheir aureiyship except 
uj>on the giving to the head of tho office in wh ch tl e said A B wo»Ja of sir 
calendar months notice in vmting of his or Iheir intention so to do and their 
joint and several liability under this bond shall continue in re«pect of all omissions 
and defaults on the part of tbe said A B until the expiration of the said 
period nf six months ) 

And It IS hereby lastly agreed and declared by and between the said 4 B 
{and the said C D vnd E E as bw, the said A D *s, sureties) and the said 
Secretary of Stale that, on the vacation by the siid A B of his said office of 
the aliove named (money* where cash is deposited) (eecMritir* where 
I romissorj notes are depcBited) shall not be at once returned to 
him but shall be and remain With the said (head of the office) for the 
term of six months as secunty agaiost any loss that may have been lurorred 
Iv the Secrclarv of State for India in Council owing to tho neglect or default 
of the said A B or sny other person or persons aforesaid and which may 
not 1 ave l>een discovered until after Iho vacation of his appointment I y the said 
\ B Provided nlvrays that tbe return at any time of the said (moneyt or 
ftenritiff as tie case may lo) in case «nv broach cf tbe conditions of the said 
bon 1 si nil l/c discovered after ihe return of the sail (mefievs or seetintirs as 
fl e case mnv Le) el nil not be deemed to affect the right of tho said Secretary of 
*'fate to take proceeilings upon the said bond against the said A B {principal and 
1 s lore! e, C Ii ard T 1 ) 



CHAPTER X. 


OfBce Proceflnre II. 

,1 —Iitstructf^s for the use of combined correspondence register 
^ for receipts and issues 

200. The following instructions are issued for the use of the 
combined regi«tpr for receipts and issues (I T No 66) in place of 
the inward and outward registers which are used in some provinces 
It IS not the intention to fetter anj Commissioner’s discretion in 
regard to the introduction of the register either wholl\ or partialh 
into hi<5 province The rommissioners who do not require this 
register oi who do not propose to introduce it throughout their 
Department mai continue to use the old receipt and issue registers 
Of course, m any office in which the new register is introduced the 
old leceipt and issue registers will no longer be required 

201. In these instructions the expression New Case**” means 
all papers that are not Old cases ’ The expression Old Cases’ 
means replies to references previou«U issued and other papers 
which though not replies to roferences, have, for any reason, to be 
filed witl) cases that are already pending For instance after the 
Commissioner had been corresponding with one Income tax Officer 
on a certain subject, another Income tax Officer might address the 
Commissioner on the same subject In this instance, the later 
communication, though not a reply to a reference from the Com. 
missioner, would be an “Old case not a New case ’ 

202 Ihe word Case ’ when used by itself in these instructions 
moms a file of correspondence about a single subject, or about two 
or more subjects that are closely connected and are being dealt 
with 111 tlie s.iine correspondence Thus, a file of connected cor- 
relating to rates of traiclbnff abowance is a "Case ” 
If, some time after the particuhr discussion of this subject con- 
tained in this particuhr ‘Case ’ has terminated, and the “Case” 
has been closed a fresh discuFsion should arise on the same subject 
and lead to fresh correspondence, this fresh correspondence though 
Tohtiiv to the same subject is a distinct case A ‘Case’ once 
‘closed cannot be reopened in any circumstances whatever 
Correspondence relating to Mr A*s travelling allowance on a parti* 
cuhr occasion is a case , correspondcnco relating to Mr A’s travel- 
ling allowance on another occasion is a distinct case Correspond- 
ence relating to '^^r D’s travelling allowance on a particular occa- 
sion will probablv Ix) a distinct case from correspondence relating 
to Mr \'s travelling allowance on a particular occasion But 


jf. nlitu iorrL'|tonclcnc(? is m propres-. lertain [)onU‘’ (on- 

notKd AMtli "Mr \’k trixcllmw aliouantL', corrc'spondeuco •’hould 
nn^^o (oiu<riniic: the stuu ]x)int<; iij connection vith "Mr B’r 
( r.'i\cIhnK aUounme, t{»e ^^IloIe of t!n«; totre‘'j)on(lcnce dcTlin^j 
uifh the Mine points in rcf'iml lo tho triAelliri^'allounnte of tlio 
ino <»fFuors wonUl Iw a Mnple c't‘?c 

203 It be oJjscned that the tnpc*'' (onltmjil itod 1>\ thc^e 
roles .ire (jinte difTcrcnt fiom the files’ rehtin", c^' , to vulIj w 
f,'entnl siihjctl is Tr'l^c^lhfr Allowime” tlinl*nre nt prcsnit 
iiiaiiit lint <1 in nnn\ j)ro\imes It is ^ln import mt to {jrasp 
(It irh xOnt is inoint h\ a <av»,* -i *iie\e t ise' nnd nn ‘old taco’ 
111 onit r to uorl\ the neu re^nsttr properh Tn decirhnf: ^eliotlnr a 
t'ntti letter is an old (ist and fliould be filed and dealt a^tli 
nioiv' mtb a poiulin^ (a‘so, or should be treated ns i mu’ and 
Oislimt t.w li tertain imount of (otninon sense ninst be tvereised 
Tuo not niuonnnon fanlls Inae lo I>e a\oidcd One is the com- 
bnntion of tuo or more distniet subjects in a sinj*le case This 
leads to f/reat thiu ami eonfosion The other is the formation of 
tuo distim I ( ascs nlxint on< or more snbji tls uliieli it is more eon- 
tineiU to deal uith as a sin/lc tise It isdifficnll to sat wliirh of 
these errors is the more pcrnieiotis — prohahh the lattir since it 
iiltimafilt leads to a ninltiplieation of Imbed files 

20i< 'Ihe inatii pnntipics mi<Ierl}tiit; flie avuttin of rep’isterinjj 
<orres|)omien(e for ulmli the non form is devised are the follow- 
ing: — 

(1) The Case iis defined nlwte js the unit 

IL'i I' ich east’ /ns its own inindH r in an niimial e* ries, o p , 
No ii of in2t 



(4) All the cntncs m the register rchting to a particular 
cas" arc groupotl together, the number of the case ia 
entered m column 1, (and nowhere else) the date on 
winch the letter that ongmates it js rcrened ifi enter- 
ed in column 2 In column d is entered the 
‘ Title" (i c , the Mihject of the case, «iee below), 
the designation of the oiTicer from whom the letter is 
^oceiNcd that ongmates t!ie case, and the number (m 
his office) and date of such letter Wheret er the desig- 
nations of ofiicera ha\e to be entered in this register, 
it IS adtisablo to use abbrcMations both for these 
designations .and for place names, e g , ‘T T 0 
JBP ” for ‘ Income tat Officer, Tubbulpore " Such 
abbreaiations of place-names might well 1»e standard- 
ised b\ Commissioners as the\ sa\e a great deal 
of time and space If a case originates — not with & 
letter re^ened but with a letter issued the word 
"Office" la entered in column 3 (Columns 4 and 5 
are intended for entries of the aanous dates on which 
the case is submitted to the head of the office and 
receired back from lum respectively It is not abso- 
lutely essential to use these columns, and this is a 
matter that wiU be loft to the discretion of the bead 
of the office Columns 6 and 7 are the important 
columns It is these columns that really constitute 
the important difference between this register and 
the old receipt and issue registers ^Vben a case has 
once been started, and has not been clo«ed eterj letter 
that IS received relating to this case (every connected 
"Old case’ , that is, as explained above) is entered in 
column 7 with the designation of the officer from 
whom it IS received the number assigned to it by 
that officer and its date In column 6 is entered every 
letter that is issued relating to this case with its date 
(the case number should not of course be entered again) 
and the designation of the officer to whom it is addres- 
sed The entries m columns 6 and 7 continue as long 
as the case is pending WTien a reminder is issued the 
letter B, the date and the designation of the person 
addres'^’d should be entered in column 6 preferably 
in red ink When a reminder is recened a similar 
entry should lie made in column 7 

(5) WTien a case is closed, the date on which it is "disposed 
of’, "Recorded", ‘Deposited", for whatever raav 
be the term emp1o>ed), is entered m column 8 Under 
the Madras system, which the CommisFioners are af 
liberty to adopt or not as they please, "Disposals", 
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as^ey ’ ’ “ “detain”, 

I^esti - (j by the 

letters J.^., j. uuu ju, itbijecuvei^, entered in 
column 8) and what are called N disposals, a term 
applied to cases that are finalh disposed of by being 
sent bodily out of the office , for example, when a 
petition IS returned in original with an endorsement 
so that no records relating to this case remain behind 
These are^ indicated by the letter N in column 8 

(6) An “R" disposal means a file which is retamed per- 

manently, a “D" disposal means a case which is retam- 
ed not permanently but for a period longer than one 
3 ear An “Ij” di'^po'^al is given to paper*; of no im 
portance and of an ephemeral nature which are 
destrojed after one year The‘=e Disposals are not 
put into jackets, dockets, folders or whatever term 
IS locally used for the covers in which files are placed 
when the} are closed 

(7) The case on disposal, i e , when if i« do'sed ^till bears 

the same case number This ca«e number determines 
its position in the records Should an index be main- 
tained, this number will be entered against the Title 
of the ca«e in the index Under the Madras system, 
to facilitate destruction of time expired records, (or, 
as it IS «:oraetimes called weeding ) rocoids of each 
class, that is, R, I) and L, are Ivcpt •separately, the 
R records of 1923 are kept together, the D records 
of 1923 are kept together and the Tj records of 1923 
are kept togetlier In Madras there is, with few ex- 
ceptions, onlv one period of retention for D records, 
namely, 10 jear® There are lio\\c\er, some files, 
whicli, though required to be kept for a period of over 
one xear, need not be retained for so long a period ns 
10 jears It has, therefore, been decided that there 
should be two Kind*; of D disposals, namelj , fl) 

“D A ” Disposals (o be retained for three jcars and 
(2) “D” Disposals to be retained for 10 jcar® Care 
should be taken to use thc'^e symbols corrcctl} alike 
(1) on drafts of communication's wlio'c I'sue wall 'clo=c’ 
n file, (2) on the communications themselves wlicn 
issued, and (3) on the files when thev are readv to 
be placed in the record room where of course D A 
Disposals Tiid D Disposals should he arranged in 
sepamfe senes Conseqiientlv all that has to Iv* 3ono 
annnnlh is to examine the Tj records of the previons 
xenr the D \ records that are three years old and 
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the D records that are ten jears old, to take orders 
in regard to the further retention of any that may 
seem to be of value or which appear to have been 
marked D, D A , or L by mistake, and to destroy 
the test It wiU be observed that no attempt i® 
made under this ^stem to assign different periods of 
retention to different parts of the "ame case i system 
that seems to the Board, generally speaking, to be 
unworkable with two eiccptions, namely, that this 
remark lias no apphcation to the orders in force in 
regard to assessment records, and that it may be a 
sound principle when dealing with any class of cases 
to weed out and destro} at the time of disposal merely 
ephenienl matter such as reminders, chits and so 
forth with which it is unnecessary to encumber the 
record shelves 

(8j It remains to deal With F disposals or filed papers Cases 
which are arranged m the records not m the R D , 
D A 01 L bundles according to tbcir case nuraberi 
but in subject bundles according to their subjects are 
'aid undei tho Madras 8\8tem to be filed Such 
cases are kept loose arranged chronologicalh in 
bundles of convenient sires tied together between two 
boards Such files to some extent correspond to 
the files alroad) mentioned which arc maintained 
in manv provinces This sjstcm of filing is suitable — 
for example — in dealing with cases of small bulk that 
it IS convenient to keep together for purposes of 
reference to senes of circulars and to returns 
submitted bv subordinate officers Wiore filing 
IS resorted tf> there must be a list or index of 
files nnd each file must bove its number The numbers 
vliould be permanent not annual When a rase is 
filed in this sense, on disposal the letter P the 
number of the file and tl e dite of filing are entered in 
column 8 For ordmarv correspondence the Board 
eonsiders that the filing sastem is onlv bkelv to lead 
to confusion and dcla\ in tracing records Bach 
Commissioner must decide for himself what files phonld 
be kept in Ins mv-n office and in the offices of his 
sulwrdinates 

205 Advantages ol this system — In the first placi , all the lettc’* 
issued rehtinp to n particular case l>oar the same miml>er Ther 
arc quoted of course In the numl>er followevl I v the date and 
title In the next place there is a great saving of ccripton work 
Assuming that a file contains 20 letters issued and received, und^r 
the present nil India 'V'tom the full subject matter or purport has 
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to be •ttiitten t^venty tunes in the Receipt and Issue Registers 
Under the piopo^d system it has to be ^^ntten once, and if the 
system of ‘titles” explained below is adopted, it can be written 
in a \erv few uords nhich wnil convev at a glance more informa- 
tion than the often lenglhj “purports” which aie commonly 
entered in Correspondence Registers In the next place, a glance 
at the propo'^d registei will enable ainone to detect how many 
(ases are pending in the office, aiul how long the^ ha\e been pend- 
ing Fiuther scrutiny of the entiies in Columns 6 md 7 enables 
one to see with whom am case is iiendtng and since when One 
can see when tlie last letter was received from outside, and if 
theie lias been a dela} m repl>mg to it, that is at once apparent 
One can see when the last reference to other office; was I'^sued, 
and if there has been a delaj m replying to it that al'^o is apparent 
The register also shous whether reminders have been issued regu- 
larly and it enables reminders to be issued regularly The present 
Receipt and Issue Registers are not of the slightest use for any 
of these purposes, nor could they conceivably be made useful for any 
•of these purpo-es From the combined register ‘arrea^ lists” and 
‘ business returns” can be compiled if necessary with the maximum 
of ease * 

206. “Titles”. — In a big office indexing of the important papers 
IS essential There is no use m keeping papers unless you can 
find them Unless papers are properly indexed, a case may be 
-tligposed of in ignorance of «ome important prcMous correspondence 
which ought to have been referred to Even if any previous cor- 
respondence IS known to exist, in the absence of an efficient index, 

-a great deal of delay will almost necessarily occur in finding it Pro- 
bably difficulty of tracing papers owing to an inefficient index 
IS one of the commonest causes of delay and waste of energy in 
Go^ernraent offices In a big office, m the absence of a proper 
index intelligentlv used, the snine sobjeefc may be discussed simu/- 
taneously in iwo sepaiate files In ordei that an index of anv 
magnitude should be efficient, it is essential that the entries should 
be stnctly alphabetical The index * Titles” (as the Board calls 
them), cannot be arranged in a stnetiv alphabetical order unlecs 
rhe\ are ‘ ‘articulated’ ’ or broken up into a number of short members, 
each consisting of one or more words, as m the example Tneome- 
iax Act, XI of 1922— Section 42— Kon-resident firms— Business 
connection in British India — Amendment propo'!ed A purpor 
such as “suggesting the amendment of section 42 of the 
Income-tax Act, 1922, m regard to the assessment of the profits ot 
non resident firms in a business connection m British India is 
olw loush incapable of being incorporated in an alphsbetica m ex 
fanart from other defects) It would haae to tome under b ana 
olniousU nobody would look for it there It is therefore impor a 
1hat the title should be as brief ns possible and broken up mto 



59 


members, each of which represents one aspect of the subject dealt 
with, such members being arranged strictly in the ordei of their 
importance or iiiclusi\eness You can then prepare a strictly 
alphabetical index All the titles with the same first member or 
liead will come together in one group All those with the same 
second member or snb-head will Rimilarlj come together m that 
group as a sub-group All the titles with the same third member 
or second sub head will come tc^ether under that sub-group and 
so on There is literallj no other nay of making a strictly alpha 
betical index Everj letter and note should have its title, and the 
litle® piefixed to the letters and notes and those entered in column 
3 of the Correspondence register should be identical with one another 
and with the title to be incorporated m the Index 

207. The first thing to do when writing an index title is to 
select vour head i e , the important word or woids tint come 
first m the title hv which its alphabetical posnion m the index 
IS determined, and on which primarily depends the possibility of 
finding the case in the index The ‘head’ must be a word that 
xvill natiirallj occur to am one who requires the case It must 
not be too wide For instance, to index all petitions received in 
an office under the Iiead Petitions ’ would be absurd though 
orders of a general nature relating, saj, to the manner in which 
petitions should be dealt witli, would l>e properh indexed under 
the head Petitions Next in selecting vour heads vou must be 
consistent Even if the heads are badlj chosen, so long ns thej 
are used consisteiitlj less mischief vrill be done than if thev are 
m themselves more suitable but papers relating to the same subject 
.are indexed sometimes under one liead and sometimes under another 
Conststencj can onlv be secured bj u«ing a standard list of index 
heads and sub-heads For practical purposes in Income-tax Offices 
sncli a list IS furnished Iia the indices to the Income tax Manual 
and the Income-tax Office Manual The remarks relating to heads 
applv iimtchs uitdaiidit to Mib-hcads and all other members of a 
title There inav lie several sub heads in a single title \fter the 
licad and «ub-lioadh come', the IkxIv of the title which must be 
ns brief as is compatible with the clear expression of the main 
subject of tbc case and some particulars of the individual matters 
to which it Tolafes 

208. Previtv i*. i merit in a title If a title shows one at a 
glvnce, like a newspaper head-hne or “caption" the subject of 
(ho paper, i( is a goml title Unricd'v«an length is ,a po-itive eril 
in a title It defeats the object in view On the oilier liand, a 
title winch js mcrolv pi ncral is of httlc jiri'’tical U'O. and if it does 
not d siinpuish v file from others relating to closr'K sitnilar but 
not idcnticil subjects, lime mav l«e wacifd in taking out and examin- 
ing several file®, before wbit i® wanted is found Tie i ra-i or 
suh’hrad fhouhl *rWcin if erer I r repeated iu ti f I >dy rf il e tiffe 
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209 The title must consist mainly of substantives, adjectives, 
(wbae indispensable) and paiticiples Minor parts of speech 
should be excluded as Jar as posable Each member oI the bile 
mil begin with a capital letter, which will help to determine the 
aipiabe^tcal order and ‘should be separated from the raemters pre 
cechnj and succeeding it h^ a bold da«h It no iji>e fo tir to 
put too much info a sinc.le title The tjile mn«5t indicate clearlr 
but bnedi ihe maju ‘subject of tlie fetter 


210 One great advantage of piefixmg titles to notes and letters 
incfudibg draftfa is that bi no othei means can the head of the 
office w itch indexing and tee that it is being properly done, with 
out nufcing special an angements for the puipose which would 
necessai fj iniolve a great deal of trouble By this means the 
head of the office automatically has the index title of every file 
brought fo his DOfice Apart from this fhe title*? cousiderabU 
facilitate the disposal of correspondence as they enable one to 
see the moment one tal es up a file or a letter what it*? subject js 

211 The subject of a letter is not alwaxs obvious from the body 
of the letter Tor mstonce a fetter mm i»n->- Witli reference to 
your No dated I have the honour to “av that I agree 
with the suggestion in paragraph 2 but feai that ihe proposals 
mode m paragraph 6 are not applicable to this province If 
there is no title the officer who receive'* this letter haa ptobaWj 
sot the slightest idea what it refers to until he has sent for the 
previous correspondence and it may be iicces ai i to call for tbo 
latter whereas if he knew what this letter ua-b alwit there would 
be no need to do so 


212 The foregoing remarls m regard to titles are ruereW 
of the nature of suggestions The Board believes that the sugges 
fions are useful but leaves if fo Commissioners fo decide whether 
to adopt them or not Even m an office iii uhich A is not con 
sidcrcd necossarv to index the general correspondence it is a great 
help to prefix to every letter after the words “Sit “ “Geutleraen 
etc , the subject of the communication statod in thv fo»Tn o a 
title a? explained above 


It chould also bo nii absolute rule that exerx officer ho p 
to a communication slmnld state nt the head of his ^ , f 

al)l 3 for xnnoiis reasons after the norfi Sir 
the letter fwhefber m the form of n title ns expliunrd nlmve o 
and the niimhor and date of tho letter to oshwh it uv a rep v 
n ven common fniitf for officers to quote the num'ier of ^ 
enmmuniration of thnr oim — winch is of cnToporatwcie i 
to the person addressed — instCKl of quoting the wliirh 

of that prrvnn /! preMOijs rommimif'^'tion the quota i ^ , 

max ^nxe n irr it d al of delax and tro„lle m the office nrtfre sen 


lOUS 

use 
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This i)Oint maj ap|>car clcineiitarj but it often ignored. So long 
AS the instriictJons gi\en alwe are adhered to, there is little likeli- 
hood of 'old casis’ l>onig mistaken for 'neu cases' and registered 
■as such Should Mich a im^-takc unfortmntcU Ik* made, all that 
has to be done ^^hen it is disco'ercd is to close tlic superfluous new 
ca-so b} a reference in column 8 of the correspondence register to 
the appropriate old ciso, and to make the ncccss.ir\ entries iii the 
appropriate column’' agunst that old cim? 

213. It should Ik* mulcr’'lood that the nea correspondence 
register IS onlj; intcndo*! to lie used for correspondence that is at 
■present entered in the existing receipt and issue registers 

Whether or not — for example — am corrcsi>ondence rchting to 
assessments or .ippcnls shoiihl ^>c registered in the correspondence 
register, is i iinxtcr for the t ommissioners to decide These 
instruction', are therefore stipplcmontars to, and do not in ant wat 
.etipcrscde the in«tnictions contained in Chapter IX 

{C B li cireidar No 4(i2S, dated Sth October 1024 ) 

D •^Inslrucitotts tii regard to tiuUxing 

214. The follouing instructions are issued in regard to indexing 
Commissioners of Income tax hare full discretion either to introduce 
It or not to introduce it and m regard to the offices in which it should 
be introduced 

215. Mcchamsin of tndcxmj; — This consists of punched slips, 
of small e>eletted binders or covers in which the slips ato to be 
kept, and of special tags, i couple of which are to be passed through 
the ejelets in the lower half of the coxer, through the perforations 
in the slips kept between the covers, and through the eyelets in the 
top (or hinged) half of the coxer, and their straight or bodkin ends 
tied together m a bow on top, by which means a small and econo- 
amcal loosc-Ieaf book is formed 

216. It IS to be specially noted (1) that the special tags are 
essential These must be indented for from the Deputy Controller 
Central Forms Store, Calcutta if not supplied with the binders 
They should be carefully desenbed as “ Tags with a cross-bar 
and boot-lace point for use with index bmders and slips — I T 
Forms 70 and 71”. These tags have a cross-bar at one end, 
and a point like that of atv ordinary boot-lace at the other 
As already stated, the pointed or bodkin end is to be threaded 
through the bmder and slips from below, so that the cross-bar will 
be underneath the little loo«e-leaf book Ordinary tags such as 
used in filing papers, with a bar at each end, should not be used 
for the indexes 
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%\hen the case is disposed of, as anj mi‘;ldkes that are not noticed 
t/ien are not likely to be noticed subsequently, thougli if the index 
IS ultimately typed in book-form — a<4 suggested above — a general 
review of the slips is necessarj m order to remove inconsistencies 
or other defects 

(8) Consistency is of joame importance It is essential not 
merely in the selection of the heads and sub heads, but also in 
■their arrangement in the title The object to be secured i'? the 
grouping together in the index of papers relating to identical or 
similar subjects This will be defeated if — for example — different 
titles are differentlj nrranged thus — 

1 Eeference to High Court — \lphapur — -Liabihtj to tax — 

Interest — Accnied—X Y Z (Jfessr'^ ), 

2 High Court — AJphapur — ^Reference to — Messrs \ B 0 

Interest (aecruedV—Tax — ^Liabihtj to, 

3 Reference to High Court— \lphapuj — ^Accrued infere'it — 

Liability to tax — D E F (Messrs ) 

and sp on One tjpe should be selected is a niodel — ^preferably 
2vo 3^nd adhered to stricth 

(9) It IS of course not necessary to index ordinary assessment 
files, since there is already an index of asse«‘^es, but m an office 
where there is a large number of nssessees it may be found u«icfnl 
to keep a nominal index of asse'^^es on the «hp s\stem Each slip 
ui such an index should bear the mmc of one 'isse^^ee and his 
general index number In an A««i«tant Commi'isioner s office or 
a Commissioner s offices, on the other bind, it is cerfamh tle'^mble 
to index Appeals and Review petitions Ordinardv one slip for 
each case will be sufficient — * Appeal — ^192 1 25— Banar®! Das (M ) — 
Shahjahanpnr” But if any important general principle or knotty 
problem an'^es and is dealt with m disposing of the petition there 
should be a supplementary slip or slips relating to that subject, so 
that the papers mav be easily found if it is desired to refer to them 
as a precedent Piles relating to references to the High fourt are 
"best indexed in the manner already illustrated abo^e 

(10) If it is decided to coti'^olidafe the index in liook form jieriodi- 
callj , it should be noted that the same head or snh head should not 
be repeated in a renes of con«ccutive entnes in the index Ropeti 
tions of this «ort should be eliminated as far a« jv) '=ibIo in consoli 
dating the index Thus, if there are se\on) title*? relating to refer- 
ences to the High Court the first of (he soncs will begin with the 
words 'Reference to High Court — Befanngar , but in the rest of the 
■^ries these will be omitted except nt the top of a page (should the 
Scries extend to tno or more pages) Similarh, if the first ^h 
head in several of the 'amc senes is ' \ccriied interest', these arords 



should be omitted except in the first of this sub ‘senes, or at the 
top of a page, and so on \Mth the remaining sub heads, thus — 

* Reference to High Court — ^Alphapur— Accrued interest — 
Liability to tax — A B C (Messrs ) 

BET (Messrs) 

X \ Z (Messrs ) 

Depreciation 

nlloivance — Plant leased out b} owner — J K L (Rao Bahadur),*' 
-and so on 

(11) The indexes to the Income tax Manual and Income tax 
Office Jraniial maj be used as standard lists of index heads and 
sub heads which will assist m preserving uniformity and also in 
selecting the heads and ‘sub heads correctlj 

(12) It IS of course of the utmost importance that the slips should 
be filed m stnet alphabetical order, that is to sav, the mam heads 
must be m alphabetical order, and under each mam head the mam 
«ub heads must be in strict alphabetical order and under each mam 
fiub head the second sub heads must be in strict alphabetical order, 
and so on 

If the index is consolidated periodically m book form, a list ol 
mam heads with cross references if necessary, should be prefixed 
to It as a key 

(13) The filing of the slips m alphabetical order must be done 
methodically — day by day If the clerks show any tendency to 
allow slips to accumulate loose for days or weeks, and then to file 
them (or more probiblj not file them) or to file the slips anyhow 
in the first instance, because they haAO no time to arrange them 
and Will arrange them properly later on , it should be repressed 
with the utmost strictness If tolerated it will wreck the system 
The clerl s should file their sbps for the new cases daily as soon as 
the new cases haie been registered, and at the same time insert any 
supplementary slips that may have been found necessary since slips 
were filed the day before It saves time to do the work once 
for all at one time daily, but no longer postponement should ba 
tolerated on any grounds whatsoever 

(14) The number of slips filed in ono binder should not exceed 
200 The index may be broken up into as many of these little 
books as maj be found convenient On the outside of each bmder' 
the contents should be clearly marked on a label pasted on to it — for 
example, “A to F D to H ” etc Tlie binders should be kept in 
little tra>s The Board may add that they are far more conve- 
nient than card indexes for roanj reasons, as well as far cheaper. 
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Like everytlung else they have Rome disadvantage?, but they are 
the most satisfactory form of index that the Board has ever heard 
of apart, possibly, from systems that require very expensive 
apparatus, and would be unsmtcd to any office but one on a very 
large scale One great advantage of the indexes is their portabihty 
These httle loose leaf books can, of course, be used as loose leaf 
note books for a variety of purposes besides indexing, and if any 
Commissioner requires them for any purpose other than indexing 
he should indent accordingly 

(C B R Ctrcular No 3 F 156 1 T f25, dated ISih March 
1925) 



CHAPTER XI. 

Copies o! records. 

217. Grant ol copies. — Copies of papers in assessment and 
miscellaneous records shall be granted only to the assesses to 
■whom they relate or to some person duly authorised by him in 
this behalf- Copies of assessment orders are issued free of charge. 
Copies of other papers shall be issued in accordance with the 
general rules made in the province concerned for the issue of 
copies of papers in judicial records. 

218. The date of the receipt of an application for a copy, the 
date on which the copy is ready and the date of the delivery of the 
copy to the applicant shall be noted on the back of the copy. The 
same dates shall be entered on the back of the application which, 
after issue of the copy, shall be placed in the miscellaneous record 
of the assessco concerned. 

219. A list of applications for copies and of copies issued 
shall be maintained. 








^ ircczn^tu 


.^CQC-; 



^-•- a 25» ScSCSSiri* Ol A33.Y 

Cj^X stf *,f Xi ’srirv. Xi c^hJr TTi'rc5, when aa &s«ess« 

^cr“ ;p:-r > the r*»r^“^ tr^v'enuag tiie ^st 

-5; Us? r^vvr* T*^ ?-rs:^C au- C'?&*.roY»i, except (i) ooe 

sa 4;5i5e<^ci:«:.t lid lalin. Incoaie-tax Act 

cC I? 15 li'-vvJi u;5sc r^::3-r<vi terraa-atlj ^th reference to 
4?Xta*e cC ircvue^tii Ac;, and (u) the 

J^vVcC XvV v'ass^^JvV. U-ii* vz V^'<£1 TvhiiiJi must be retained 
5\’C», J;^‘• > ,*■ iNK'%-%r' 5: ’cr:\l i\'v>?:^'j5-'a Ijtjd 15 . liig date 
vx vs^-r^x” vv ^f ftr**reC xnoer the tmtiils cf ifce income-tai 
Oin.x" O' *.c>? vx'^; K.-, x*^ 4 ?sessU 2 m, rwtds Tfce deprv<yitwQ 
X\'oxC ■»' \ ' A ir tecvnA ehai be retained 

;vcr^-x'c;\u 

ci iticarr.^— -Tc-i Cions cf return of 

^xvA-v ^ ‘ ^»? V' fo ;-e rrt'or.*. \Mi 2 n in onr 

>,.vr -i t'' '■C in rjo-rC eh' pirx?n:i? o/erX 

vf i.sAxc ;i-t: sX ;?»? uAa jrin. shall be placed ia 

hv>'x' O' V ■s’v, 'o'.r?^ ?C 4X^»r t ysuo o.cvj; m the eui^ of com* 
v\s.'*o vK s'"'' V''v^'h^* ^ti» me Ivj’ince sheet*!' may 

\f VxN ;c ^^-nv 

?C«ri--vJi:iOeXsoxx:' rtveols flail U 
>e nn'' < .’^ 'v V -'V ^■* Crr-m tl? h-t Cay cC the year to 

V^XsV xV X'-XVvC u'l. 

i^vrXt'^l^vcro xC tzi ^vietrs 

\\n vn >^n ' t vvv X > i^iC Cv.:iu^'--er?rs shall be 

nv ^ w' . V n ,* \ X. 



225. Registers and books. — ^Tlie folloumg registers nnd books 
shall be retained for the |>onot1s mentioned against each nnd shall 
then, where ncccs'^ary, bo deslro)ed • — 


Class o( fppistcr, «tc 

(1) Gonsral Index . . 

(2) Itegtslcr of demand and collect«ons 

(3) Classified register cf demand 

(4) Register of refunds . 

(5) Salary retjisters 

(6) Register of daily collectiona j 

(7) Counterfoils of refund vouebers . 

(8) OSiee order booV . . 

(9) Register of letters reecived and 

issued (where maintained) 

(10) File Register . 

(11) Station dak book or peon book . 

(12) Register of service postage stamps 

(13) Circular letters . . 

(14) Office inspection books 
(16) Character rolls 


(16) Register of eontingencicf 

(17) Attendance register 

(18) Register of office furniture 

(19) Acquittance roll 


Period of retention. 



' Ten years 
Three years 
Three ycors 

Tlirec years after consignment to records. 
Three years 
Three years 

To be destroyed wlien standing order* 
etiH m force have been copied into a 
new book and attested by the officer 
in eJiarge of the office 

Five years 


reixnanently 

One year 

Three years after completion 

Permanently unless otherwise ordered by 
the Commissioner 

Five years after completion 

One year after preparation of a revised 
character roll duly atte'ted by the 
officer in charge of the office In case 
of dismiBsal to be filed in the record 
of punishment, otherwise to be dee. 
troyed after three years from grant of 
pension or gratuity or, if no pension 
or gratuitj la gii en, from cessation of 
service 

Fivejear'! 

^ One year 

To be retained until a reused register 
duly attested by the bead of the office 
IS prepared 

I 35 years after completion 
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Class of register, etc. 

1 Period of retention. 

(20J beave register . . . . 

1 Three years. 

(21) Salary bill book of minutenal or 
gazetted officers. 

! 33 years. 

j 

(22) Traveling allowance bills . 

1 Fire years after completion. 

(23) Service books .... 

1 

Id case of dismissal to be 6Ied in the 
record of punishment ; otherwise to 
be made over to the official concerned. 
In Cftsea where there is no one to whom 
they may be made over, to be destroy- 
ed after three years from the grant of 
pension or gratuity, or if no pension 
or gratuity is given, from cessation of 
aemce 

(24) Register of stationery and forms . j 

1 Three years after completion. 

(25) Graph. | 

Three years. 

(26) Stock book of forms . . 

Three j ears after completion 

(27) Register of books and pubU<)atioii3 j 

Permanently or until replaced 

(SS) Register of appeals, revnen-s and 
references 

Three years after completion 

(89) Register of registered dtms * 

Five years after completion. 

(30) Register of copies 

Oae year after completion. 


226> Correspondence, etc.-— Corresf>oi)denc«? on the foliowing 
subjpcts shall be retained pennanently — 

1 Bevision of establishments, 

2 Ee\ision of contract "rants; 

3 Grant ami reM«ion of permanent advances; 

4. General xulings b\ the Government, the Central Board 
of Ee^eniie or Income-tax Commissioners (unless in- 
torpoiated xn a manuil when thev may be deslrojed). 

^ 227. Correspondeiwe on the folloicing suhjects shall be destroyed 

after the expiry of 35 years * 

1 Exemption of officials from the education test ; 

'2 Exemption of offici'ils fiom the age rules ; 

3 Exemption of officers from departmental examinations; 
4. Postal life insurance and provident fund. 
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228 Correspondence, etc , relating to the following subjects 
shall he destroyed after five years — 

1 Super'innuation of non gazetted and menial establvsh- 

ment , 

2 Purchase of tents, 

3 Application for additional grant or re appropriation of 

funds 

4 Pon ers of officers , 

5 Annual indent for forms , 

efso 

R Tabulation sheets 

229 Correspondence, etc , relating to the following subjects 
jliall he destroyed after three gears — 

1 Forms , 

2 Furmture 

3 List of umnsnered references, 

4 Examination of junior officers , 

6 Stationerv 

G Inspection of income tax offices by Commissionets and 
Assistant Commissioners 

7 Tran«fei of non gazetted officers, 

8 Extension of service to particular officers over "iS years 

of age 

9 Extract from inspection notes sent for action 

10 Misconduct of an officer after he ceases to be in service, 

11 Punishment of Go\ eminent servants after final orders 

have been rarned out and the entry has been made 
in the scrMcc book 

12 ItcMaion and abolition of forms and returns 

13 Enquiries about procedure, 

1 1 Piirthii**c uid suppK of iKwks , 

•also 

15 liiNoici. attomjammg the remittance of income tax on 
salaries (I T 2), 

1C Statement of particulars furnished by persons responsible 
for jviMng interest on securities other than tliose of 
the Goiermiient of India (I T 3), 

17 \nnuil return undtr section 21 (I T 4), 

18 Schedule of income lax deductions from salaries (I T 

471 
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aso. Correspondence relating to the folloicing subjects sheV be 
fic^royed after one ytar — 

1 Death reports of Goaemment sei\ant';, 

2 Lenae of ab‘;ence of non gazetted establi^hinent, after 

e'^piiy of teiae and entry in tlic service book, 

3 Verification of atcunhes taken from public accountants, 

after nest verification , 

4 Foims, furniture, tents, etc , received from anj source; 

5 Petitions for cmploMnent and other miscellaneous 

applications , 

fi Trinsfei, posting and lca\e of gazetted officers (includ* 

ing charge certificates.) of which there is a permanent 

record in the gazette, 

7 Doan of forms and other olhi'C articles and furniture to 

and from other offices, 

8 Local and otlier specinl holidays 

9 Visits of in<ijM.ttnig officers and leports a« to local prac- 

tice or procedure , 

ZO Pepairs of office niacliiiies> inatrunicnts and furniture, 

11 Occupation of Public Works Department inspection 

bungalows ba officers of the Income ta\ Department 

when on tour, 

12 Bills sent for pre audit to the \ccoiintant General, after 

pro audit 

13 Sale and adi nice of books, instruments forms and other 

articles on behalf of Go'cniraent, 

3-1 Persons sent to a CjmI Surgeon for examination 
231. The inmnl ndmimstntion reports and returns shall bo 
retained pcrmineiitl> oi until tbeir dcslmctton ordered bj the 
Commissioner \ll other reports and relurns shill be doMroaed 
after three \cars milcsa the Commissiont r nr the Assistant Com* 
miRsioiier tlunl s ii uKjsiMc for s|H(id iciMuis tr> mtain them 
for a longer period 

232 In dl corri.‘«poiulenci tvphnations of dclni on mere 
matters of routine such as tho'-c returning cnclosnrts, shall be 
destrojed when the file is closed before rnnsignment to record, 
and the originals of such reports and fitalcmcnts ns arc printed 
Bhall be destrored on rcctipt of pnnled copies Mso if general 
questions and pirticnlar instances hn\c been elcalt with in the simo 
file, and the (Hnod fixed for the reltntion of the corrcspondenco 
in the general questions dilTers from lint fixed tor the coTTtspond 
enco regarding the particular inst «uc, the file shall be di\»ded into 
two or more parts to facilitate weeding 
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233. Before n filo ift con«npnccl to rrcor<l, n Iftbcl nlnll 1 
afBied (to each part if the file Ima btcn tliMclcd) to p!iow the pcm 
of retention The head clerk or porpoiml nf»‘^iBtant plnll pcrponal 
initial each label after it iRnflixed, satipfainf; lumBolf that i la nppi 
pnato 

234 In other i ircs than tlioK mentioned m pai i"rap 
221 — 223 the papers for dealmelioii slnll he -selected hj the he 
clerk and submitted for the inspection of tlie officer in charge 
the office, no papers shall he destroyed ^Mthont the orders of th 
officer who shall satisfy himself lliat thej arc not of sufficic 
importance to ho pre«er\ed The duties of the head clerk shall 
clearlj explained to him hy the officer in charge of the office 

235 Records of imjiortance sjiecial to the district or cm 
shall bo referred to the officer in cliargo of the office for spec 
Orders 

236. The time during winch the pijicrs shall bo kept shall 
counted from the commencement of the financial jear follow i: 
the year to which the paper relates 

237. The following register shall be maintained m manuscr 
to show the date of destruction of a particular register — . 


List of registers destrojed 


Serial 

No 

Deacnption 
of regnter 

Date of 
destruetion 

1 

Signature of 
head elerk 
to attest 
deatmet on 

Initials of 
officer in 
c) arge of 
office 

Remarks 

1 




1 
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Number of Form 
a. T. 10 Cbiuoao . 


Deaerlpiioa of Fcrm< 

NoUcc ander tcction 52(2} nn j 8S of 
tbo Indian lneamo*tax Act, 1022 


Bemarlci. 


10 Hindi • 

10 Urdu 
10 JlnUjftUm 
10 Ofiyn’ilniliAH 

10 Onjft , 

U 


Ditto 

ditto 

Ditto 

ditto. 

Ditto 

ditto 

Ditto 

ditto. 

Ditto 

ditto. 


TVill bs prinUd if 
tequirei 


Form of return of total mcome for 
in(l)%><lanlii, and Hindu un- 
divided ffcmiliM tinder section 22l2) 
of iho Indun Income-tax Act, 
1022 


11 Tamil . 

11 Mflinlbi . • 

11 TiluKii 

11 hiiidbt . 

11 Onjnvtln . 

11 Kminrew . 

11 NnnurM Madrat 

ll llciiKdJ 

U A«i'ijne*<‘ * 

11 Ilunneiu 
11 Cltiiiene • 

11 Hindi 
11 Hrdu 
11 Hftlijftnn' 

11 tJftift., , 

11 Ouin Madrft* 

12 

12 


Ditto 

Ditto 

Ditto 

Ditto 

Utlo 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

DiUo 

Ditto 

l)itt( 

Ditto 


ditto. 

ditto 

ditto 

ditto. 

ditto 

ditto 

ditto 

ditto 

ditlo 

ditto 

ditto 

ditto. 

ditto 

ditto 

ditto 

ditto 


Cancflieif. 

, BpI.co o.to .“U™ =«. '“f 

i of tbo Iwdim Incomo Int AW, 
1022 


in Tamil 
n Tiliip* • 

IT Oiijratbl 
IS Maratld 
1 1 hindlti • 

13 KanarcM - - 
I't Kaitarc"* Jladm* 
n D.ii,:oll • 

IS .\f*aiuc»f. 
is lUmofio 
1 \ ».'’limr»« • 

IS lUiiH • 
in ttrdn 
l.t MM'iaum 
IS Oiiyo 1 
13 M«dr» 

U 


llTiwd 
1 1 Trl iim ■ 
li iJiiirilbl • 
U Mirallil . 


Ditto 

DUto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Dtto 

Ditto 

l>ilto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 


ditto 

ditto 

ditto 

ditto 

ditto 

ditto. 

ditto 

ditto. 

ditto 

ditto 

ditto. 

dilto. 

ditto 

ditto, 

ditto 

ditto 


Snnnnfn* to °"l*t,^Act. 

3? . f ll 0 Iiiduo ‘a* 

a, 

Ditti 

intw 

DiU<i 
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NotnWr o{ Venn Dc»fTii In'll of Forms Remark*. 


1 T 14 ''indhi Smomons to wilnfcsM!* unjrr scotion 

37 of the Indian Income tas Act, 

1^25 


„ U Kanan»e. 

Ditto 

ditto 

, 14 Kanan-c Madras 

Ditto 

ditto 

„ 14 Bcn.^h . . 

Ditto 

ditto 

, .4 k«<ame e 

Ditt 

litto 

„ 14 Burmese 

D> 0 

ditto 

„ 14 Chinese • 

Ditto 

ditt I 

14 Ilnli 

Ditto 

Into 

„ 14 ntju. 

Ditto 

ditto 

„ 14 Malar alam 

l)lt o 

ditto 

, 14 Ona-a . 

Ditto 

ditto 

, 14 Orir i Madras 

Ditto 

ditto. 


„ I*) , Nobce of demand under eectiou 29 of 

the Indian Income tax Art 1022. 


Uill be printfrl, 
if retjuirw. 


Do. 


„ lo Tatnil 

Ditto 

ditto. 

„ 15 Tclu.;u 

Ditto 

ditto 

t, lo Gnjralbi . 

Ditto 

ditto 

„ 15 Marathi . 

Ditto 

ditto 

„ 15 hindbi • 

Ditto 

dlUO 

„ 13 Kanare»e 

Ditto 

Iitlo 

„ 13 Chinise 

Ditto 

ditto 

„ 15 Kaearcs* Ifadrai 

Ditto 

ditto 

„ 15 Ban^ali 

Ditto 

ditto 

„ 16 Assamese 

Ditto 

ditto. 

M 15 BarnieM 

Ditto 

fbtto 

„ 15 TlinJi 

Ditto 

ditto 

, 15 Unlu 

Ditto 

ditto 

„ 15 Mala^atam . 

Ditto 

ditto 

„ 15 Onja . 

Ditto 

ditto 

„ 16 Orira-Madra* . 

Ditto 

dittc 


1C « . Form of appeal onder section 30i3) of 

the Indian Income tax Act, 19S2 


„ 16 Tamil 

Ditto 

ilitto 

„ 16 Teloga 

Ditto 

ditto 

„ 16 Gnjrathi 

Ditto 

litto 

„ 1C Marathi 

Ditto 

ditto 

, 1C Nndhi 

Ditto 

ditto. 

„ IC Kanarese 

Ditti 

ditto 

„ 16 Kaiiarese Mad 

Ditto 

dit^o 

„ 1C Bengali 

Ditto 

ditto 

„ 16 kssauicse 

Ditto 

ditto 

,, 16 BarmeRe 

*»itlo 

ditto 

„ 1C Chinese . 

Ditto 

ditto. 

„ 1C Hindi 

Ditto 

ditto 

, 1C Urdu 

Ditto 

ditto 

„ 16 Malayalara 

Ditto 

ditto 

, 16 Onya 

Ditto 

ditto 

,, 16 Onra Madras 

Ditto 

ditto 

, 17 

Form of appeal under section 32(2) 
of the Indian Income fax Act, 
1922 

If' 

Notice of date fixed for the hearing 
of an appeal under section JJ of the 
Indian Income tax Act 1022 

„ lb Tdinil 

Ditto 

ditto 

„ lb Telagu . . 

Ditto 

ditto 

. lb Gojrathi . 

Ditt 

ditto 


Do 



Si 


Numl'cr of VonD 
I T 18 Hnnfhi . 


18 Siodhi 
18 Ciiinp»c . 

18 Kniiarego 
18 i/cngftli . 

18 ArtimpsO. 

18 Unrmfto . . 

IS IIin<li • 

18 Unlu 
18 MnlifulvD 
J8 On} a 
18 Kanarfs^'Mnd 
rfts 

18 Onja-Mndrn . 


lltscniJtion of I'om 

2s*oticc «f datP fiitd for tlir hearing 
of on apivil Under section of the 
Indian Income tax Act, llt^J 


Ditto 

Ditto 

Ditti 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditto 

Ditt . 


ditto. 

ditto. 

ditto 

ditU 

ditto 

ditto 

ditto 

ditto 

ditto 

ditto 

ditto 

dittf 


Vfill he j noted, it 
required 



18 liuiiil 

Ditto 


IP lelojjn 

Ditti 


tp Omratln 

i>itio 

* 

\\) Maralht 

Ditti 


IQ Sindhi 

Ditti 

, 

10 Kftnnrci-e (Horn 

DiMi 


ba}) 

Ip Kanare»e*V«(l 

Ditto 


n* 

IP Kotitrali 

Ditt 


10 \«»ifiie’«e 

Put 


IP Jlnfnie*e 

pilt 


30 CJiue»e . 

Dili. 


I<| Hindi 

Ditt. 


it* I'nin 

!»»U 


10 'MBliTalnii 

l>iit 


IP Orun*>lndn» . 

Ditt 


IP Ortia 

]>itt« 


I'lA Kr^hdi 


Notice iiDlKwinji ft penal!} under lec* 
tion40oftlie Indian Ineom* (a* 
Act, 1<*2J 

ditto 

ditto 
ditti 
ditto 
ditto 
ditto. 

dUt- 

ditto 
ditt 

.t*»t 
dilli 

ditto 

ditti 
ditti 
ditti 
ditto 

-.•ctnd or mWqm 
■ irc tf^ iinl^-iti n ef a I-enaltj 
O^dfrwvli.n K. 
tat Aft, 


]{'.\ Tamil . 

Ifl4 'Jelopx 
IftA (Icjrathi • 
HpA Maratli 
IPA i'lrdh 

I'H Kararr.e Mod 
ra* 

lt*A Kintrr'e 
ll‘A IVrinli. 

JPA |lnnne*e 

r»A 

IDV Hindi . 
ru I tdi , 

IP\ ya'i}»l*nj . 

I'JA Out* 


Dj li 

Ditle 

Ditto 

{•itt 

Ditt • 
I »llo 

D>tt< 
Ditt 
Ditt. 
Hti. 
Hi t 

fi,.i 


ditti 

ditt 

ditt' 

ditt' 

ditte.. 

ditt*' 

ditto 

ditt V 

ditt • 

ditt 

dl*V 

ditt 

ditto 

dit'o 

dll' 



S3 

Deficnption of Form 

Spc nd or iQliscf^aent iiotic« regard 
mg tSe imposition of a penaUj 
under section li> Indian Income 
tM Alt, 1022 

( erlifirite nnder aection 46 2 j of the 
InduQ Income tax Act, 1^22 

l)utre«« arrant [vectlon 46 { J) of the 
Indian Income tax Act, 1 (^ 2 ] 

Application fnrrefaod of iarome Ux 
nnder section 48 of the Indian 
Income tax Act, 1922 


Vumber of Form 
I 1 19A Oriya 


. ~0 


„ 21 


H 22 Tamil 
M 22 Trlogu 
I 22 Oujrathi 
M 22 Marat) i 
, 22 Pindlii 
n 22 Xanaretc 
, 22 K8nsn>ae.Mad. 
ns 

, 22 IVrpali , 

I 22 Assatneip 
I 23 linrmese 
22 Chinese 

22 Hind 
.2 Urdu 
7. Valaiatan 
( mi Oriya 
, 22 Orna Madrar 


-It 


D)tt< 

ditto. 

Ditto 

d tto 

Ditto 

ditto 

Ditt 

ditto 

Ditto 

ditto 

Ditto 

ditto 

Ditto 

ditto 

Ditto 

ditto 

Ditu 

ditto 

Ditto 

d tto 

Ditt 

1 It 

Dti 

ditt 

Ditt 

dittv 

1 111 

ditt 

D tl 

lilt 

Di(( 

d tt 

tai r 1 1 

1 No, 

Dll 

1 

D tt 

1 

D tl 

i« 


I'tti 


I’ea.>irks 


ill bs pnated if 
re^nieM 



Number o£ Verm 


J (fnarti 




H«»cr ] tj«n of J-orin 


Form » f etder for tefuml of ijieomi 
i'll L^n it* colours fbesidps vrbifp 
for rroTin(.c> where there ire sere 



rx! eilarx circles < 
mine eifr] 

ai siieril cirele* 

32 Wluti 

Hitto 

ditti 

12 lied 

Diftr 

flitto 

U Bine 

Bittn 

ditto 

*12 Gieen . 

Ditta 

ditto 

12 I'niV 

iBtto 

ditti 

^12 ’icllow . 

Dittx 

ditto 

12 Dnb 

Ditto 

ditto 

S2 Silrnnn . . 

Ditto 

ditto 

12 I’fd with yrecn 
dnconnl bxr 

Ditto 

ditto 

12 Green with lel 
Inifonnl 1 xr 

Ditto 

d tt 

It 

F rm f lertificxte t 

Ih pun tu a 


ier»on de*irow* of secnriOL deilnc 
tion of imotne-Ux ni a r^^e less than 
the iinximmn n!e <n intirest 
receiTc*! on lecnrities 


4 , fono >f aiplieatinn for refun 1 of 

in Otoe tax from r«i tents In 
It dian **fates 

'5 . . form of i<rU6eaU t< U gnei b> 

i olitml O/nrem t rcturnts in 
I ndrSR states <Ieeir>>s >' gr^nriat, 
(lednctioo of ineome tax at a rate 
let* thin the imiimnm rate on 
jntire»l<n Goaemment sicunlie* 
tlrawii from n ItritlsU trea»nrj in 
an In Iian Male 


„ 3« 


. 3'^ 
, 'to 

, 40 

41 

^ 42 
in 

41 

4'j 


, firm rf inJet rrtUtrr— JVri tanenl 
rei on1 

. frnn <f ind x rep^'er— f ite mr 
record 

, form of inr >1 p tax— Mi*<’ellineon» 
rec nl 

. f orm ‘ f * rJer »hpii 
• form if incmne*lax n«»"*«inent 
recrrl 

form if rep ter f *r» »il an! 
p<ne»tl n» 

, finn f « H««ilte.l rei,««*er of 'lei xnl 
. f II 'f »rv»*le f ref II l» xn I 
rrU !*• 

f rtii of fevi'ler I fi!j*le r IW I n» 

, Ta' tih’io I **l ee* f r rtt Ti N I' 

, f TP at n rec 

. r .1 f ».heJaU rf If I e Ux 

'<»• n firrtil) »>I»r» r r '-S 



ISninber ot Form 
I. T. 47 lied 


54 

So 

5SA 

56 

57 


60 

61 


63 looie 

64 


73 Tamil 
73 Telngu 
73 Gniratlii . 
:S Alintlii 


iietCnption r f 1 rnn 


lunn of Bchcdale of lucomc tat 
deductionB for m il talarr circle* 


„ 47 Dltic i 

Ditto 

dittr 

„ 47 Green • > 

Dittr 

ditto 

H 47 Pink • . 

Ditto 

ditto 

, 47 bellow 

Ditto 

ditti. 

„ 47 Salmon 

Ditto 

ditti 

,, 47A Englisli 

Ditto 

ditto. 

, 47A Red . 

Ditto 

ditto 

„ 47A Unbleached . 

t'lttf 

ditto 

, 47A Bine 

Ditto 

ditto 

„ 47A T ellov, 

Dittc 

ditto 

4«t 

i orm of rcffiattr of tax 

(II SllllU* 

43 

Form of legisterof lax recovered 


interest on sccnritiCB of loc^l antlio 
Title* and companies 
Form of enqulTj rejjardiu^ income 
of bnnclj firm* 

lonnof euqniri retrardiii^ n>se** 
moot of branches of 6rui-> 

Form ot tsrtificat*, of a««iMU*nt to 
income lax at a bead oflici 
llegtster of «*sc««et« in irlie«e ca*e 
certificate* undof «edi<ni 64 »ie 
i»>a'd 

Surrey Jte^te 
Index OanI • C 
lodes tard l> 

Form of proj'Citj rc^i*t« i 
Tear oil acVnowledjmenl sltj fui 
notK««of anr kind 
f orm of ccrtifuate foi electoral pur 
j>o«e* 

Cancelled. 

Form of annual indent f<i }-orm« 
Form of •took book of \ orni« and 
Stationers 
Can''clled 
Paper for .?ra|li> 

Paper mled f* r journal an 1 < a»h trial 
balance 

Paper ruled f< r iedj.er 
t'orrekpondenei ^Receipt md Is'ue) 
Register 

Daily stamp account regi'tei 
Dummy slip for poper taken out of 
the records fioin cbar.c rf record 
keej^r 

Income tax return viit 
■tinders or Guard files, fi'xS 
Punched blank index shpi. for inser* 
t>on between binder* or Guard 
FiIch 

Post Card Acknowledgment 
Form of apppeal a^in>t an order 
refusing to re open an assessment 
under sectmii 27 of the Income tar 
ket 

Ditti ditto 

Ditto ditto 

. Ditt« ditt>. 

. Pitt di‘*(> 



U^-ttTCM 




5 K/.r , 

Y, 7t f-lr'ih . 

ro u tf fivTtl 

f*-Ur 


r»frnry Vt *ti 


i t.u 27 



\V££ 


f/ 7/i , 

Ui*J 


„ n fU-uyth , 

lirttr 


„ 73 

\Hif/ 

3ltV; 

If 73 li'rwuf- , , 

litf'r 


ft 73 , , 

IhiV, 

4lti/ 

tf 73 (li/Mi 

Vi*in 

tiiti/. 

73 Vtfin 

thW. 

rfllM 

„ 73 Mahrii'ji;/ 

ihlUt 

3»tt/ 

ft 73 <h\jA 

VUlf 

>hiu, 

,, 7f' Kiti iti,f Mx'lrn* 

Ihffo 

<!itto 

,1 73 OrJi',1 Matfiflii , 

fJitio 

ftUlo 

.. 7i 

IVfiji If 

tf I‘rryiMin^« 


iiiaiitnIM n.Mintt 

tf/fanll/Ti tiri'lBf 


M/tftf. \f,tf At\ Xi tf 


Wjll i>nnf/^, if 
TtnntTPii 

Vo. 


M V' 


, ?•' 
p. 77 


.. 7m 
>. 70 

, Ml 
.. 'll 

I MJ 


„ hi 'i'liiiiil . 

.. hj 'IkIii^sh . 

, hU (JiijrntM . 

, ffj Vnrnffil . 

, hj siiiilhl 
, h^ K<iiinrr»ii 
h'i lioiii'iiti . 

,1 h*i Axiiinpin 
„ h'J llpiriiirpo 
M hi (’Iiln<'»r 
.. hi IIIimU 
.. h‘j Ui>lu 
, hj 

.. h” Orlrpp 

*'i Kiit»in-»«"Mmlrfti 


Act, Hii'i. 


tUito 

illUo. 

imii 




thtfn 


Ultt 


Ihtio 


DiKo 

tllllo 

Dtllo 


Diltt 

littio 

Uillt 


niti 




IMIo 


Ihtit 


I'llll 



r»v»i I fnMlWfKi) iitiJf r 

•irtfonUT *f fli^ Inrfitiiffrtt Arf 
I'tJJ 

Kiriu I' K'/lnttr <f «}ijh'*iltori 
■iri'I 

P'rm 0. I’.i aVlm of siii/i’ nU, ruvirw 
ftixl ii|i>li<*^li»iia nn'IiT 
airtlfii .Ul/{jpi/tu of f)ifl 
tftf \.f. lUJJ 

ri'Mii l. Ilf IriM'ivinilflt 

lit iiiiiiitta 

I AlittI tlifiii hliti t ft > IMiiri) Nt V 

CniKtlltti 

A]|IIfttiii for ttli'f front (Joul'li' 
iiKiJiiiti lii« iimlir iHolloii ID of tliD 
liiiotitt fill <*tl, lOi'i 

I'tirin of n|>iaiit a^n(n*t iin nnitr 
iifnli r BN tioM i!% ('ii i f llio I ncnma* 


NJ 0(t»» MaJrm* . l»»U« J«»‘ 

, ht , , . Kum tt 1*1 1* »l n>r“***' iiucr 

Mttkirr itvli n i''tf tin* Inomifl** 
A.t. IK-J 

.. . iMt 


'\ 111 Ipc prlnlrO, if 
rwuirfkl 
IV' 




bT 


Number of Form 

Description of Fomi Remarks 

1 T 93 Teln^u 

Form of appeal auaingt an order 


under seel ion 28 of the Income tax 


Act, 10*2 


„ 83 Gaj^^thl . 

Ditto 

ditto 

„ 83 Marxthi . 

Ditto 

ditto 

„ 83 bindhi 

Ditto 

ditto 

„ $3 Kauarese • 

Ditto 

ditto 

„ 83 Bcn^li 

Ditto 

ditto 

„ S3 Assamese 

Ditto 

ditto 

„ 83 Uurmose 

Ditto 

ditto 

„ 83 Cbinece 

Ditto 

ditto 

„ 83 Hindi , 

Ditto 

ditto 

, 83 Urdu 

Ditto 

ditto 

, 81 Malajalam . 

Ditto 

ditto 

, 83 Onja . 

Dtto 

ditto 

2, 83 Kanarese Madras 

• Ditto 

ditto Will bo printed, if 



reqnued 

,, 83 Onra Madras 

Ditto 

ditto Do 

„ 84 

Form D CertiScale of Refund 

, 83 

Notice under section 46 (6) of (he 


Income tax Act, 1922 relatire to 


arrears of income tat 

„ 80 

Form U Notice 

under section 23, 


aub section i (and section 22 sub 


section 4) of the Indian Income tax 


Act XI of 1923 

(for nse where a 


return ba* been made. 

„ 86 Tamil . 

Ditto 

ditto 

„ So Telngu 

Ditto 

ditto 

^ 86 Gnjratbi . 

Unto 

ditto 

„ 86 Mifiitiii 

Ditto 

ditto. 

, 86 Sindbi « 

Ditto 

ditto 

86 Eanarese 

Ditto 

ditto 

„ 86 Ben^li 

Ditto 

ditto 

, 86 Assamese 

Ditto 

ditto 

„ 86 Burmese 

Ditla 

ditto 

, 86 Cbioese . 

Ditto 

ditto 

„ 66 Uindi 

Ditto 

ditto 

„ 86 Urdu 

Ditto 

ditto 

„ 86 5fafajafaiu 

Ditto 

ditto 

„ 86 Onja . 

Ditto 

ditto 

, 86 Orija ^Tadns 

Ditto 

ditto 

„ 86 Kanareso-Uadras 

Ditto 

ditto 

87 

Special corer for 

Tsffonlfl 

income tax appeal 

„ 88 , . 

Form of Assessment Order. 

, 89 

Order for the refund of income tax 

„ 90 

Form of Notice under section 31 of 


the Indian Income tax Act, 1922 

. 91 . 

Form Statistics of pavments made 


to contractors 


» 92 

Monthly statement of demand and 


collection of 

income>tax and 


tuper tax 


„ <>3 . 

Form for communicahsg paymente 


of interests, etc. 

, from one circle to 


another 




St 

Foimol application lor legulraiioa Ola Arm nnaer awtion 8 (14) ol flia 

Indian Income-tax Act, 1982 (Bnle 8). 

To 

The INCOME-TAX OFFICER, 

Dated 192 

■\\f. ieff to appU for t!ie 

registntion of firm under ‘•oction 2 (14) of tin Indian Income 
tax Act, 3*^22 

2 nistioinent of paitnerxlnn under ^btcli 

V certified copy ^ * 

the firm j"* constituted specify in*, the indiMtlual share' of the pirtner^ 

to<*ether irilli u emlo'ed The nrt'cnled p.irtnnliP' are 

** duplicate ce] t 

jjiTcn on the reTer«e 

do hcrehr certifv tint the piofits for the ^e-u tiidniR 

— actuallv divideil or credited 
will be ^ 

ID acconlame with Ihe share' shown in tlin partner'hip dee<i 

bi^nature 

Address 

[P T O. 

I.T. 1, 



% _ 3 1 rertoere in the finn' 

clneSm. oteui.ntlK. 

hntint** 


Dat**, if Ttij 
Date AD vbieh on which the 
the initniment Initrnmcrt of 
of partnenhip 

pMtoenhii wan li«t 

wat regutered in 

eteeattnl the Income tax 
Officer < office 






90 


■TffeinoriDdtini of instruciioiis for the recovery of income-tax on salanes* 
pensions, annmhes, etc. 


1 Income fax zs to be lecovered it ihc rate specified m par.* o 
on salaries, pensions, i^c , it the time of pi} meat of ■^uch salaries, fc" , 
that !>» to caj ifc IS to be I’eeovfeied monthly if salau is paid montbli 
and remitted to the ln'’ome-tax Oflieer within one week fjom the 
date of the lecnvei} with a statement in the torm on the reverse 


2 House rent allowance md vilne of rent-free qaarter> form 
additions to the remuneration of an cnployee, even when re^idenci. in 
a particulai town or buildinjf Is necessiry for the proper performance 
of the employee'!? duties Such allowances or p“iquisite'» covei ex^»ease« 
of a perso nl ehrucfei which the employe* would otherwise have to 
incui and lie, thciefoie, taxable under -ection 7 and the tix thereon 
should be deducted, 

3 Information legardin^ pay meut of any salary, allowance, benefit 
or pe quisite which i- taken is exempt should be given ul the rctnirks 
column of the statement 

i In cilculdting the amouot of tax pavaiile, the amount due on a 
fraction of a rupee sfa mid b* neglected and, on determining the atujuut 
of tax payat)!-* fiictious of an anna less thtn six pie* shcmldbedHre- 
garded and fractions of au anua equil to or exceeding six pies should 
be regarded as one anna 

5 The toinimnm lalarv, , a-ses able to the tax is Rs 167 per 
Tiien«em llie tax is leviable it the following rates — 


T tal salary, Ac 

When the estimat-'il income from silary, ' ymmission, 
bonus, , is less thaa Rs 2,000 p«r annum 

When the estimated income from Salary commiSsiSn, 
bonus, & 1 . , is Rs Z.OOO or mor* but is le»s than 
Us 5,OUO per annum 

When the estimated income from s »laty, commission, 
bonus, &c , is Rs 5,000 oi more but is le-s thin 
Rs 10, lOD per annum 

When the estimated lucouiefrom saUry, commission, 
bonus, &.C , is Rs 10,000 or imre but is less than 
Rs 2 O 1 OOO per annum 

When the e?ciraated income from bdary, commission, 
hotuvs, &c , 13 Rs 20/ 00 or more bat is less than 
Rs 30,000 per annum 

When the estimated income fiom sal try, commission, 
bonus, h.c IS Rs 30 OOO or more but i<: lesS than 
Rs 40, trOO i^er annum 

When the Cstim itwl income from & ilary, cotnmi6‘<ion, 
bonus, flc, IS Rs 40,000 or more per annum 


fiate 

\hi 

I ne pies in 
tlie rup^o 


btx pies in 
the rupe<. 

^ine pies in 
'the rupee 

One anna in 
the rupee 

One anua 
and three 
pie*? Ill 
the rupee 
One anna 
dud feix 
pies m the 
rupee 



*>1 


U If an> mctnl) r of jour ulibli^hincnt mike? i»a}menU to in 
insunnee comping on account of life m‘«nnneo lie miy be allo?Tcd i 
rebate of the tix on liis submitting the receipts of the insurance com- 
pany for the payments mule winch should Imj sent on to this ofGce for 
'Cmtiny. lichate to the extent of only oue-sisth of the totil im-omc 
from saliri, commission, S-c h diowible m i jcir. 

7. Any excess or deficiency msing out of my prtuous deduction 
of tix cm bo idjnstoil it the time of any suh»c<juent aednction of tix 


No or 192 -192 . 


Forwarded to 


IscoMi-Tir Office, 

Ditc«l 


192 . 


with reference to 


prerions correspoudencx 


Income tix Officer 


* 2 ^ A. iCcXa-<^ 












'slTfonnit «'f j«i linil \iR In W furni«l»ctl In llm |<roii rrsj>nii*iliU for 
paun^ iiitcrM on «ic inticR n!itrc«loluctjoii of incnme-tnx i» not 
inido I13 or on behalf of (?o\cmiiient 



Place. 


Signature 

Date 

J.T .3 

102 . 

Dteignation 



3 mcomb-iax OrncE 




Mein<tmnduir) 

Ktforejut 'titomint if income t ix n> iibpcitof th(^ s-xlnm 
of cm|do}reN foi Uillion kin'll) let me 

know tlie cireuinstuKCN in mIucIi the inrae of 

lia«ibe»ii onuttetl ihcrefrom If he has left >our »erN»te pit tM» « mi- 
nmiin ite to tin's 01111*0 the date on which hi, left, the imouiit of s.ihrv, 

I rnnmivfiion, honu'i etc, paid, if any, at the time of hin leaving; th 
bcnu-c, I' lUo Ill's )ri>.eiit nddre-*'' and the phw wlnre lie Ins ti 
fniplojeil •'iiifC Icaiinij ^o^^ if knoun 

1 shall ffol olilii^ed In )out kindl) adding' m future ixjthiut«rv 
notes in lasfvi of am onn«srons to i\« 1 1 <oin,s]» iid»‘n*e 


}iconn“-taa Otll^ r. 


2 T. 5. 



97 


Ikcoml-tai Ojricr : 


Dat^d 


iF/Aie ro<joo<tod to be so tjood as to remit to this 
office the amount of the income-tax doe on the saUncs of In-^/tbeir 
■emploTces for the months of 


at his/their earliest convenience. 



Income-tax Officer. 


j. T. e. 



ns 

Notice calling on a company for a retnm oi total income with the 
Pioht and loss account under sechoa 22 oI the Indian Income-tax- 
Act, 1922, 0^.4. ei ^ ^ ^ W 


Income tax Opfice 

Pited 102 . 


To 


1 lou ire herth\ remtrdc^l of the protiMou* of eectioo 22 (1) of 
tlu ludan Income tax Act, 1022, under winch yon are herebi TCiimu’d 
to prepare a true and corrtct return of totil income m the attached form 
•so far aa it 18 applicaWe to \ouc ca«e, ml to deliver it to me at m' 
othce, duU ai^nwl hr von a$ the p«ncipa1 olhcer of the company, on or 
before tin 15th of Jnne 19'’ 


1 The return ^hould bo artoni|amr«l \\ 
h necount referred to therein 


I copv of tlic profit and 


3 For the |urpot« of ohtaioiog jn Jlowanct for deprov intiou 
under «icttion 10 (2) (m) of the Indian Inccme-tax Act, 1022, rou an 
TtHimrod to fnroi«h particolai'*^ to the income tax office m tin* attached 
fonn ^ 


Uevu <xi. 

L bi i<yl- '> '• 

. )- eftx 





tU^UL. 

{*n 


•{lU. ^ 






i>t r 


Income tax Oflie-r 


I T 7 
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Form of relnm of total income of a Company nnfler section 22 (11 of 
the Indian Income-tax, Act, 1922. 

Ineojre-tT^ ye^i 1^2 -in 2 

Name of Company . 

Its principal place of Lusme s 

Income, proBt*' or gams from business, trade, commiree 


Income profits or gains as jcr profit and loss account for tlie year 
ended 192 

Add an} tmount debited in tbe aeronnts in respect of — 

1 Resene for bad debts 

2 ^ums tamed to rcscrro for | roTident or other funds 

3 Fxpenditnre of tbe nature of ebanty or presents 

4 r Tpenditure of the nVure of capital 

5 Income tax or super tax 
C Rental ralue of propertj otuncd and occupied 
7 Cost of additions to or alteration* eilensior*, improTe 

rnents of any of the assets of the businecs 
? Interest on reserre or other funds 
*1 Lcsies suatained in former years 

10 Loss * recoTcnble under an insurance or contnet of so 

xndemnitT. 

11 Depreciation of any of tbe assets of the busmexs 

12 Expenses not incurred solely for the purjoseif eirninj: 

tl c Profits 

Total 

X>eifuet—An\ jrofits included in the accounts already chained to 
Irilian Income tax and tbe Interest on securities cf Oie 
Coserement of Indi-v or local Goremments declared to 
be income tax free 

Bihncc 

If tlie Company owii'iaiij piO|>crts mt occupied for the purpo t-s 
of the business a htatemont m the form pit* tribwl in the Fchtdole oser- 
lenfsluuld be ittachetl with purtHulars of the credit and del it on 
account of such properts entered in the aceomitx 

DeclaraboD. 

l,th( [Secretary , etc see reetion 2 (!2) 

of the Act] of the (name of Conipain), 

declare lint the inforiintion igiiiist each he d in this return is correctU 
piTCn ns fhown 111 the looks of the Comp-iny -s also in the3ccount^ 
which ln\e bem dull audited b\ the auditors of the Coinpans and 
xvliicli ln\i li'cn ub ite«l liv tin slnreholdt rs of the Coinpans. 

''ign itnre 
lle*ii.nntii II 

Hate VI . 

A D —Thi* rrtani mu t amuitpanitd Vs aoojr of the jtcSi an 1 1 ■«* iCTr- 
refsTTel to aVoro 
I T. 8 



[P T O 





Schedule lelened to overleaf. 


00 



101 



jiHnt iml farnitiiro d«*!>crib 0 l m tolumii 1 of tlic 'iboxc ‘statom'’nt wtrc the propcit^ of 

(lunn^ the year endel md tbit the piitictHr* tntertxl iii thp 

ment aio conect aiul complete 

I’lace Si^natiiic 

■Date . DiRi^nation 
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Kohce under sections 22 (2) and 38 ol the Indian Income-tax Act, 1922. 

(For assossoea other than Compamos) 

No 


To 


I\coML TAX Office, 
Dated 


W , 


1 In lursuincc o£ the provj'kious of section 2’ (2) of the In Inii 
IiKome t'\\ Act, 1912, jou ire hereby leqmrcl to prepare a true nnd 
correct statement of — total income dining the nrcMons 

}cai in the ntti bed form and to dclt\cr it to meat mj nfiice <ltih ^igtiotl 

by . — on or befoic , 

on bil lit of ^oTir firm ’ 

orvMlhin lUda^s of the receipt ofthisnoiutt^honldthefoimcrditL 
be than 30 d i) s afte the receipt of tins notice) 

1 The me me to be returned K tlic total income from all -ourL-* 
during tht ‘previous icar ' i/*, citlier ul the tvreho months ending 
on the list March 102 or (»i) if tho aecmintp ImM been made iip 
Within the Slid tucUt inonthe m rtspcct of u >cr»r ending on an) otlar 
da^ than the wild 3Ut March 102 then it lour option the lOir 
ending on the di) up to which tin, aisounte lii\c I eeii fi nude np 
Tills option, if it Ins been exorcised bv m w on a preiioiis occision cm 
not, howeser, 1 engain cxei«.ifc<l now fo as to \ ir> ihe meaning if tin, tx- 
prt*sion*'preMous jear* as then applicable to } on exci.pt nith nn ion«tnt, 

3 (/ liriitunh/) \ partner m the firm ehould aUo imhe a scpmtt 

stuti ment of III' total incomt If lou wish )onr Firm rtgi ti.ri.d nr le 
registered iinibr Section 2 1 H of tin. \tt niul Unlcs 2 to (*, an i} ph i 
tion sjgnc 1 by one or more of thv prtners in tin form and with tU 
accompininunt prcs«.ribed m tht rules mav be submitted at nn\ tmio 
bt-fort the asse *«ment 18 made It isdc irabte, honenr that it Fhonll 
accompin) tour rLtiirn of income 

1 The firm contains the lostnictioiis requireil for tie irparition 
of the return If >nn de ire nn> further information ^onslnull ijj»U 
to this ollitc 

') If \oii represent n I irm or n llinlu Undmded famiU, \ou an 
larcbv n jinrix! under Section b to Hubnut Mith this riturn i ite 
meiii gning tl e iniiKs and iddriseis < f thi. mmibirs of such firm ir 
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Torn o! retum ol total income for Individoals, Firms, Associahons o! 
IndiTidnals and Emda Undivided Families under section ZZ (2) of 
the Indian Income-tax Act, 1922 

Income-tax year 192 -192 . 

"Name of asse'see 

Designition 

Addie'is 

Statement o! total mcome daring the previous year. 


SonrccR of incoinc 


AaiOUBt ot ^ 
profits or I 
gsjas or I 
income I 

danPPtbe I 

preTioQB I 

year I 


Tax already 
charged on the 
income 


1 SaUrice (tocUdiu? «a;«e ‘i&naity 
pens on v^tnity leei commlesioo 
nUowaaeei pcrqaiiites inolndms 
lei t (ne <%<uttenl or pcofite teceU 
ad la lien c( or in a ditlon tv 
aaUryor wnee* 


(See note (1)J 


8 Interest on eecnriti s of tl e Gorern 
mutorinda er of local Gorera 
nents dtcUred to be income-tat 
free 


o 13ci‘l CBS tra I conmereo tnaanf-ic 
tare or dcah in piopcct* 
sbaresor Bccar ties (CletaUc ae to 
1 oto S) 

6 Profemon 

7 OiTileeds frume tni anice 


, Itt 


. . on mottgagea luane fiivd 
dtpoelts enrr ntseeoeots etc. not 
bclD^ineo e from ln«tne*e 


p Croat d ret t 


10 Any eonree other tl an tho*e incntion 
oi alore inelad n? any income 
earned in p-irtnerBl ip with otbera [^ee Bote ISI] 

Tcul r 

PedactiODi claimed u aceonn of cootzibnliona to 
irorilcat f nd ete or iBatsta oe premia (lee j 
notes) ' 


I.T 11 
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I declare that to the lest of mj knowledge and belief the ioforma- 
ijon given ID the above statement h correct and complete, that the 
nmounta of jneome thown are truly stated and relate to the jear ended 
and that no other income accrued or aro«e or was. 

received by during the eaid vear and that — L have 

mo nnn - firm ^ 

no other sources of income. 


Signatnre 

— fa) Income aecrvtnff to j/ou outixde British Ituha reieneit 
tn Brittih Jiiiha it halle to iaiatton, and must le entered lu you tn 
the form. 

(b) All twccweyVoffi nhalner source denetd nnist be entered in 
the form xncludiny income receded bv you ns a j^nrtner of a ftri/i. 

f7ote 1. — In rolumn 2 fhotild t/Mthewn tlic poha amonnt rfsalarj and not the 
net iitnoiint after tltdiictKiis on aeccunt of incriD»*t'ii, tic 

Note 2.— "Inlerc^t <n ncorifHn*’ meson the inleiet.! on jrwai>»or^ ne(e» 
or bonds iFi-ucd ly the I fi^ernmcnt • ’ . t 

on dclcntiircs or ntfierneurtlic* for • , * ’ 

or crmpaii ^Uiere inccriftax ha* • ■ 

interest hat been f«id iticfinc inx free, be ainront of fnx to dednetrd or piid ehonld 
he added to (lio amruot of inteiist actuallv tetiiTid, and the j;rc>«» amount ao 
nrrned of should lo entorrd m column 2 of the afnlcuienf. 7hoierm ‘‘intcfest on 
aecurifiei " does not include Interest on fixed deprttts or Tnort(:ai;r« or other loans, 
which have to he aho«o under lieadinj' 8. 

'Iho tntire-.t on f-ectintRs of the Oosernuicjit of Imba or of local 
Go^oinmcntii declared to be inconio»tax frto ohonld bo '«lionii under 
head fl. TJiose ^\hKh on* not d«elaTe<l to Jo inctna-tat fuv Hhnuld he 
uicliitled under thN head 

]'nlrie^ niidcr thin head be bUpjK»rt(d by the certificate i^Ntied 

bv tho person or comp.aM Jiaying the inlcre»t tinder section of 

the Act. 

Note a.— f«) The tpcniiii-tax injahle cu the inteiest receirihle on a Mfinty of 
a focal GoTirnmtnt i»»utd income-fax free Ispajalle the loenl Corernment and 
not hr tiio holder of the sc'cunlr 

(i) OnU the interest on sccuritie** of the Got ernment of Ttnlia or 

of {> loc.i! Go\irnjDC*nt declared to be itc-0inc*tax fne Bliould be entered 
OLtiinnt tins ho.ul Sucii iuUrcst will not bo tliareod to niLOiiie-t.ax 
htif it must he tneinded in the hfatoiuont of tot.il uitoino m order tu 
.ij-c-cilatn the nilc of incoJiJ«**t.i\ rhnrgcahle on ntlior income It ti 
ciiiryfdbfe to sujrr'tns. 

(c) I’nrtKTiUrh of any intert't on js«urd hi other nuthor- 

iflcs and staftd to lo friv of incomt-taT should be tutored ag'in''l 
hiwl 2, as incotm'-tax on such iiileroHt is nctualh paidljc tliO'C aiif nor- 
itn-> on lufialf of the rccipiciits. 

Koto 4.'~The lax ii 
▼aloe of any ioiMines oi 
ether than such x«rt>ons 
purj^’se of y(or Itulness 


.Mind.r this head in nsject «l tl e fc annun 

>Murfenanttferet(- of which »f«i are the cwner 
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KoleS— »fl) ^\ heir ica Vf»| \onr swant* cn thr merrantil® aecoonfaBCT or 
Kel picCt* vrn n uil fie * letn ti in the ffllcninp form — 

IncooCt profits or gains trom Imsuess, trade, commerce. 

I 11. 

I&ccTBe rTofil* or pkltP n* l-er ri&St Loe« Arconnt for tie }t*T I 
etded le*. . • 

JJd toj Mnooiit del lUd In 11 e w>fW»tP In reej<rt ef— j 

I Rreerre f< r la 1 del ti , . 

5 ‘•nin* carrud lo r«tri»r for t tKrtl «f fanii 

3 Expsdtiate of tl < tatorr ct etnnir cr i<hP«Lt« 

4 Exj<ecditnre rf Ike rainte of rafit^l 

6 Icccme-UX or isi^tax . 

C Dnviegi or talirr of f nprutor or f>arfo»ra 

r PeoUl ealne of propfttT I wned ned oeeupMd I 

i Ccet cf ndditiec* to or nlteratioB* eitemiot* mrrrTfincnti 

of anf of tie Aieeti of tkehoainre* { | 

9 lot treat on ll « prornato • or fartnet •oapiUl loelrln s li-tcjcat 

on rceerte or otl et food* 

10 Leiiei antta lied ID fvri er \<ata | 

II Ixe»(« reOoreiBbU ooletai ic^arance or rootittct of indmnitx 
IS IVprecialioo of er; tU arteta of tie Inaiueaa 

13 Pneate or peieonal eipcneea ind eipenace not incnned eclelj 
f r tte tntfofe of ram D<*(l>e ptetu 

ToUl 

Srdv<!<-is 7 profite locloded to tbe accooat airrad; ebarsed to 
Indian inccme tax and t) e intereet on recontiea of tbe 
Ooremsient of lodiaorof local GOTeioDm a declared 
to be iticoBC tiK free 


Ualaace 


(Signatuie of tilt pci tii imVinp the retinu ) 

iDdtc 192 ) 

'\\ here a on do not keep joui ucooutita m such a form, ycu most file- 
a statement sbcitTin^ hott jou ainvc at the taiable profits, showing 
dituiU of the gio s receipts dcd of the e'^penditure you propose to set 
igainst tho^-i, tceeipl* ^o deductions ate pcimissible* on account of — 

(t) Pioperti ouned ind occupied b\ tbe oniie- of a bueme ^ 
for tbe puipo es of a business , 

(li) Additions to or iHoratioo^ extensions, or impioieuicntB of^ 
'll \ of the assets of tl e business , 
fni' Interest < n tbe cipital of the pippnetois n jartnei® of thy- 

1 UMIKSs , 

nO Buldeots nit acluillv MntUn off in tiie aciounts , 



(i) Lossc'! snsHiriCfi in previous yearf, , 

(vi) Resen 65 of auj iinj, 


(>ii) Siitns paid on aceonat of the iin om^-tax or su] er-Hs or^aiiy 
tax levie 1 by a lotal authority otliei than local lates or 
municjpal laves m re-pct/C of the p rfun of theprerni'ea 

ii^ed foi the purpose ol fh®- busme*?^ 

(' tn) Anv expenditme of the nature of chiutv or a present ; 


(iz) Am expeiiditnit of the natoie of capital, 

Izi Any loss lecovtnble niidei ni in-»iiraDce oi » contract of 
inderonitv , 

(x%) Depreti-ition of ui) hind other tinn tint ‘.pecified in tli0 
Act; 

(ra) Diawing oi ^ahiies of the piopnet >rs ox the paitner^ 


(iMi) Puvito Ol pel ond expense, of the asse& e® 

(i^rj An) cspeodit ire of 4iiy bind n’hicl; is not i Kurred solely 

for the purpose of earning the piofits 


If JOII iiice moludaclam =,acli «um^ ui ^oui 
book'i, 30U mast exclude them fiom the exp nditnrd p uni- 
purpo*c of arriving" it r^nr taxable jinfit# 


ftwoaot of snv of } car 
patt of India (whethcc 
wcoipts 

jj'oja 7.— fneoroe taxchaueabte on the iirobt 
Cflinnm * 


ol eoiupimei 


nail bv the 


wui iL I 11* <- stitemeiit 

rrtit raU or lo^ ofpUcallc by“"Jt‘chw! 

ro/iiiirl , ,, n- !. d ri'"J 

Hole 8.— a?nca'(iiril til h«'d 

' ' Aoana* »-v l/'“’Vlw of »»>e 

l,!fc*vfa.y mil;* ruicfejn.'iir to 

,.,»uu jinr nec 

h",;. >• "r- ■ ’ 
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Vorm A. 

Notice under section 22, suI)-«iection 4, of tLe Indian Income-tax Act,. 
XI of 1022 

(For Use "niiero a ref urn Ims not been made.) 

No. 


To 


Dated the . 


With r e ference to the rotp r p of income due from %ou undei Bect i on 2i, 

In continnation of my notiM eerr^ on you on eilling on yon to 

section 1, Iff *h 

make a return of ycnr income nnaersection 22, sub section 2, ^ 

year ending I hcrebv reqture you 

to produce or cause to be produced foi exaioinition at my ofiice at 

on the accounts and documents ‘specified 

overleaf 

Wilful failure to complj with this notice will entail the forfeiture 
of your right of appeal against the asse«*meut undei section JJO, sub- 
section 1, of the Act and will render }ou liable to pro<ecation under 
section 5 1^ sub-section (rf) of the Act 

Income-tax OfBcer. 


jr 7,13. 


IP.t.O* 




Summons to witness under Section 37 of the ludiau Income tax 
Act 1922 


To 


Dated 


112 


"Whereas your e\ideiiccis necessaty in tie untter of the a';'=ecsiuent 
of the income of you are hereby required to attend 

uith the documents noted below at my ofllcc at 

on the day of 102 ,at o’clock 

AMj there to give evidence, and not todepiit until you leccive my 
permission to do so railure to so appear and giv e ev ideucc is punishable 
under the provn<iions of the Civil Procedure Code lOOS (Rule 12 of 
Order XVI) o© 

[A Biim has been deposited foi your tiav tiling expenses ] 
Documents to be produced— 



Ii (ome 1 1 \ OfTic r 
\pctt ( )mmis«iojier 
Coinnn vn i er 



Kotice o£ d*=i 2 d crder secfcoa £9 cf the Indian Inccme-tar Att» 
1922 . 


To 


1 Ton Lave a. e- ed fo»- th- tonnent vear to income tax 

acrocnticn R (in addition to ivbich a penalti of 

R. I as lyen nnpo ed), a thown in tbe copr of tbe 

asse. ment foTn overleaf 

2 1 ou bare al o been a cd to 'npp'r lax amonntinfr to K« 

" Ion *110 required to par tbe amount of R« on 

or lefore tbe to the Trra -i.r\ Officer /Sub-Trea«ur\ 

OEco'/Airent, Imperial Bank of India at ^hen von 

mil b* "rante<l a receipt 

i. If vcu do not pav tbe tax on or before the date specified 'ibo%e, 
vou will be liable to a penaltv which mac be as great a the tax dne 
from TOO 

0 If 100 are di ati«fic<l with \oijra««e ment \oii mac present an 
appeal ncder suk-<(cUcD (1' of eectioo 30 of the Indian Income tax 
Act 1^22 to the \« i tant Omm»< lonertf Income-tax at 

tor ll e Collette r of the district ccithm 30 days 
from the te»*»ipt of tli rotite, on a petition duh stamped in the form 
pre*cnlcd Titder mb ‘ts tton 3) of t on 3< and vinficd as hid down 
in that form 

Or 

The a • nett In Ictu mrde nider swL ection 4 (f setlion 23 of 
the Icdi'in Imcn e tar \<t htau < con failed to nakea retnrn 

of coor inonio under rcticn 2t ccirplc ccitha noti t under tub 
section H f«icton2’ to tompK nitl n nitui order sub- cction 2) 
of scctc 1 i and no apj* d lie But if cou \\c s pTevrnted b\ suffi 
cult C3U e from linkup lie re on or did not u>cciTe the notice (s) 
nfortsaul cr h-* 1 rot a naiomU pptrtniitc t« coniplc or wen 
jreceitcilc vtlicitnt <nu e fr^n cnjhirp nilli tlotcrnis of the 
iotuc(«’ ecu nnciiilc t< n« cider <ctun27, to cancel the 
n tc ntet nicl jiticcd to n ke a fie»h a ti t 

C The aipn j into ih linn liouM le sent along ccitli tlu amount 
^aid Shoul 1 c ou Iom* the clislans attached to tli* nnti*e of demand 
it cmH b» me I me for cc n to a] jlv to t! e Irct rrr-fax OfT <er for eopie* 
of fresh ehahii* 

7 If jou mint llediniacdlj nunre irder ecu should send it to 
tl e treasure cfl oe r » an«l sLouI 1 stale on tl e rn r» c 

ordir form tl nt th« j ac mei t is « ii aix-ount e f ineonie-fax 

I>Mr.l !•>> ^ 


In ome-tax 

(I*l»tr1 

Nerr —The stjeTf ctr* • -ria tt I L V« d.VeJ 

I. T. 15 




Dattyl 




Inonimvfax Onifer. 
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FORM n 

Form of appeal against assessment to Income-tax. 

To 


The Assistant Commissioner of 

The dar of 19 

The petition of 

of sbeweth as follows — 

1 Under the Indian Income-tax Act, ’‘^-2, your petitioner has 

been assessed on the enm of Rs for the year commencing 

the l«t daj of April 19 The notice of demand attached hereto 
was served npon him on 19 

2 lour petitioner’s income accrmog or atising oi received or 

deemed nnder the provisions tf the Act to accrue or anse or to be 
received in British Indu for the year ending the day of 

' 10 , amounted to Rs 

8 Such income and prohts actually accrued or arose oi were received 
during the period of months and da^ 8 

4 During the «aid \ear vour petitioner bad no other income or 
profits 

5 lour yetitioner has made a return of Lis income to the Income- 

tax Officer under section 22, sob section (2), of the 

Act and has complied uitb all the terms of the n ticeseived on him 
the Income-tax Officer under «ection 23 (2) and/or [section 22 (4)] 

Tear petitioner therefore pia^s that he ma} heasses'^cd accordmgU 
(or that he may be declared not to be chargeable under the Act) 


(Signed) 

Ground* of ajpeal 


I» , the petitioner named in the 

above petition do declare that uLat i state*’ therein i' true to the h ^t 
of m^ information and belief 


.T, i« 


(Signed) 



114 

Form ol appeal under section 33 (2) of the Indian Income-tax Act, 1922. 

To 

Tire C0MMISSI0M:R of INCOME-TAX, 

The day of ]92 

Tne petition of sheweth as folloivs — 

1 T7n ler section 31 (3) of the Indian Income-tax Act, 1922, the 

Assistant Commissioner of has increased tbe 

tax parable bj your petitioner from Bf» to Ks 

2 lour jietitioner prars that tbe enhancement may be set aside or 

reduced Rs for the reasons stated beJon* — 

(Signed) 

. Gronnds of appeal 


Form of VBElPICATIO^ 

, the petitioner named in the 
above petition, do declare that what is stated therein is true to tbe best 
of my information an 1 belief 

(Signed) 

I T 17 
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Notice of date fixed for the hearing of an appeal under section \ } 
Act x: of 1922. 




I'j THE Court or the CoMMiaaio’trs ^ 

A«SI«TAXT COUUISlIOVER ' 


Appeal Xo. of 192 ~192 . 


ArrELLAVT, 


WiiEKLASan appeal against tlio 


Ajiftsmcat of income tax 


order of tne AiiUtant Commissioner 
preferred by you m the <iourt of of the 


wa^ receireJ aud registered by this court and whereas 192 

at 10 o’clock, his h^jn fixed for the hearing and final disposal of the 
Slid appeal at , yon are hereoy informed that 


yon should appear in this person or bj an anthonzed agent or 


by a pleader duly instructed, and able to answer all material questions 
relating to the said app<>al or accompanied by some por&on able to answer 
all such questions Take notice that in default of your appearance on 
the day bsforem^ntione I the appeal will he bcird anl determined in 
your absence. 

Issued under the seal of the court, this day of 

192 . 

By order, etc., 


Ccramitiionrr 
Atmtant Lommuii&uer 


of Income-tax, 


I.T. 18. 



116 


Hohce Imposing a Penally nnder Seclioa 46, Indian Income-ta* Act 
1922. 


IUCDME'TaX Oppicis, 


Dated 


192 


To 


Whereas you have not paid the snm of dae on 

a^ccount of Income tax for the } ear on the 

prescribed date in accordance witn the notice of 

demand sent to vou on you are hereby informed 

that a penalty of Rs has been iropo«ed upon you 

under section 16(1) of the Indian Income tax Act, 1922 

2 You ai’e further infouaed that amount due «« 

on or before the ti /v ^ 

IMII 

uu*!* frr fU aj-tU b ^pa} ahl{Lh.y-y^ ^ A~cbalaD-for 

the payment of Rs .gt , ^ ^ j5-jvc&oi<iu^y--enelo9ed 

3 ■' - •*«. 

foT-pTOf'entatTon at the 


/u 


i »~s u :rQTaiDg i 


Braaca of Imperial Bank of India 


butiis only validbip to and iDclndiug the 192t. If 

pajment xsnot inMe on or Wfore\this ylate, it Will be necissaijy for 


you ^0 apply to meyor the lifiue df a \neiv cha\aii ^|and ^ warralii 
of distress will be isWd for ttie reVover/^ of theV whoK alhount due 


wiih-eest«)-^ 


lurotne tax Officer 


• For u*e lu tlic«r»reu only 10 which the CommUtiancr of laconic (ax bai iiiaM 
initmction* nnder iff'i t 


1 r 
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Second or snbseaneni notice regarding the imposition of a penalty under 
section 46, Indian lncome*tas Act, 1923. 


To 


WcojiE Ti\ Office, 


/ 


Dated 


/f92 . 


herean a penalty of Rs wa? imposed on you on 

the \ 192 under section 46(1) of the Indian 

Income-tax Act, 1922, and whereas yon tvere informed that if the arrear 
of income tax due from yon was paid on or before the 
192 , a certain sum would he remitted from the penalty, and whereas 

the arrear of income tax has not been paid by^he date afore«ald and the 
concession has lapsed, you are hereby informed that if j ou pay the said 
arrear on or before 192 a sum of Ks 

will he remitted from the peualty aiJd t6e sum of Rs. will 

bo payable by you A chalan tor the paj ment of Rs is 

t Treasnry 

according!) enclosed for p^sentation at the bnb lVfa«qT 7 

ky UrsDcfa ol Impfnal JSask ol India 

at yA' hot 19 only %alid npto and including 

the C 192 If puyment 

18 not made on or before this date, it will be necessary for yon to 
app’y to me for the issue of a new chalan* (and a warrant of distress 
will be is'^ued for the recovery of the whole amount due with costs). 

OfSce 


/ 






/ 


Income-tax Officer 


* rprv,* InihM* tnunl; Im vfaLttVf C«sa't* wr e* IccMBMat hM 
*T>) 

x.TasA. 


J»rrartl9-i ealcT 


f j 


7 .-/r rr:3//A,r./ 
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Notice Imposing a Penalty under Section 46, Indian Income-tar Act 
1922. ' 


Dated 


Income-Tax Office, 


192 . 


To 


dne 0 


Whereas you have not paid the sum of 
account of Income-tax for the jear on the 

prescribed date in accordance witn the notice of 

demand sent to >ou on you are hereby informed 

that a penalty of Rs has been imposed upon you 

under section 16(1) of the Indian Income tax Act, 1922 

2 You are further mfoHned that if-yotupay the am^^©fc4#K due t 
onorMoiethe 

lU be lemitteo-fiwn-tbe-penRlty-anu^ie-ettw— 

Ru tM^et ■frr fU oj-Oa be-pajaU^y-^^»^^— ohalan-fot 


V 


the payment of Rs ^ ^ ' ^>^»hr4 ~ly— eiwloeed 


{©r-^reseutatiaa at the bnb-lreasury at 

' Branch of Impenal BauL of lodis 

butji« only validVup to and inclnding the 


pij nent isnot ml|Ie on or^^eforc\^tbis^date. it ^will ne^ssarljr tjir 
11 \o a] 


you \ 
of distre<5S 
with-eost»H 


,pply to raeYor the i\^ue of a \neiv chaHn *|and L uarrant 
■<;s will be i&\ued for the rwover)\.of theV whorc amount dtie 


Office *<?il 



Iiirome-tax Officer 


• For me Id tlicerirem only ti 
laitmctjotii unJrr •re- 


wht b tb« Commleilgncr of iDcome (ax bti Utnej 
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To 


Certificate under section 46(2) of the Indian lncome>tax Act, 1922 , 

iKCOME-TiX OfFICP. 

Dated 192 . 

Tat COLLECTOR, 

DlSTttlCT. 

This is to certify that the sum of Rs. 


Tvliicli is dueirom 


son of 
resident of 

on account of and penalty is in nrrear. With reference. 

8up<r*tas 

to the provisions of sub-section (2) of section 40 of the Indian 
Income-tax Act, 1922, jouare hereby requested to recover the same 
as if it ^ere an arrear of laud revenue. 



Income-tax 0/Roer, 


I 




IncoM* T*x Offic*, 


111 » 





uo 

Application for refund ol income-tax under section 4S oI the Indian 
Income-tax Act, 1922. 


I 

of 


do licrth\ ^Hte tint mr income from nil «onrce« to which tlie \ct 


applies 

durin" the vxar cnding^ 

ou the Slst 

^Iarch 

1*12 , IS chown 111 the return anncied amounted to 

Bs 

onlr 



I therefore prav for a refund of 

— 

Its 


under " Salane- ” 

Its 


undtr ‘ Socnnties 

Rs 

under 

Din lends from Companies ” 

Rs 

undtr " Share of profits of the recisf^ed 


firm or partnership kooirn a.*? 


of which r am a partner. 



Signature 



I hcrobi dcclnte that what is sta*.! henm correct 


Dated 


Sigontore 

?»on> 


1 The npphcntion «honld be nccompanied hr a return of total 
inrojnc in the form prc'cnbod under <<\tion 22 nnlc«s the np^ licnnt has 
nlrcndr mn<le «;uch n rctuni to the Income-Ln^ Officer 

2 here the application is made in rc«i>'' t of interest on «ecuntie«i 
or dividends fn m iomponit->, the application shouli be accompanied 
br the certificate prC'Cnbv'.l uni r <ec ion IS (^) or •section 20, as the 
o<e luav be 

3 The application for a n. fund shoall bx. made to the Income-tax 
Otficcr for the district in svljich the apphe-vnt is charjr®hle dincUy 
to income-tax or, if h«. i<, not charfrcahl din^Ir to income-tax, to the 
Income tax OlTccr for the district in which the spphcaat onlinarilr 
reside^, or if he is not re ideat m Brtish India — 

(i") to the Income-tax Olficirof thi di trie* or area in which he 
was b't ch^nred directlr to income tax when so rC'-ident, 
or 

III) if he has nor r h^n «o resident, to the Tnciimc-tax Otn*cr 
of the dis*nct O’ area where the incom'-tai for (he refund 
of which aj ph ration la ma le nas dediictexl 

4 The application inav l>e pre ent 1 hr th apil cant lo person or 
throuffb a dnlr authenreJ a^tnt or mar b* sent 1 v post 


1.T a. 
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RETUUN N'o I. 

Classification ol the incomestax demand in the 

in the year ending 31st March lfi2 . 


A»*p»«mcnt for 1P2 -2 . 


1 Salano*— T 

(n1 j aidbr (lorcmmont . . • 

(t) « H l«al *uthont»f« .... 

(<■1 M I. CT-ropanK*, public bodiot and 
a««frntion» 

paid b) jnaate cmploxm . 

2 Intcrwlon »ocuntic*— 

(a) Pti »«nntioa nf tin* iiormimeni of tnaia or 
of a local OovemiDCnt 

11} ondtbcnlarra or other acenntjea of * local 
anthonti « r n company 

3 Income deriTod from property .... 

4 , buMOcaa .... 

ti rrofe*fional carninjf* .... 

C Income denrod from other •onrcM . 

4 Total of itemt 1 to 6 

8 (aj Amount to b» deducted on acconnt of aection - 

15 

(2>) Ainouot to be deducted on aceonnt of ecction 

0 PietalUnt demand .... 

10 • Arreari . 

11 renahtei— 

(al penal a*set(mcnts under aaction 25 (2) 

|fi‘ ........ 28 . .1 

(e) „ recoteriea , , 46 (1) . . 

{(fj other penalties and finea . . .1 

12 Mi'cellaneous 

la) composition under section 6*1 (21 I 

(t) ether item* 

13 Total of itcnia 0 to 12 

14 Refand or rebate of tas — . - — 

(ai CD interest on secant jea, onder section 48 . 

(il on dindends of CO paniei. ander section 48 . 

I (cj to partner! of firms, under section 46 

la) under section 49 .... 

(e) under ar ansement vitli tbo Indian States 

(f) other refunds t .... 


16 I Net demand (item 13 minus item 16} 

17 ' Dedurt Arrears outstanding on 3lst jrardi of „ 

I the year to which the statement relate^ 

18 1 Add— Excess co'lectwns and ndvaives payments . 

19 I Net collec r 


firars differs {rom Ihit it) item 17 In the retsm of the rrecedingTesr, Stt expUDSUra 
-ihoeidbe giren showing how inneh hai been^ writtca off •« iricooTcnhle ind bow much hit been redneid 
in ippeal or roTlsion 

t Solar IS redoetlont of tsion sppeslire tooeerneC this Item esir fnelndes nfnnds on teconat of the 
reduction on ippeslol ssieiiments made In nrtrtoii! ynn while other redncHon! on ippetl are shown hj 
I corresponding rsdnctlon ol the demand. UliiswiU!)g<i Include refnndi under section SS It tnar'ear 
demand if coUeeted and refnnded the retand sboiildhe shown is a redaction ol demsnd and not here 






beturnNo hi. 

Eefnims mcler (fie Indian Income-Tax Act, 1922. grajled mtbe “■ 

March 19 . ' 

A,*— Under sechon 48. 


12 ^ 



Uoftuiil'i to companies* . Tt« 

*NoT»f — I?ffart JifooJfier* are tndo]<«l la ^cta^l^o 

X. r, 25. 




124 . 


HKTl/liX 

Ch«?5ificit*oD of gr.xl-'s of uicoTie-tax imIIccL’J in tlie , in tlie 

I’rcinnfo 

Proririfia! Government ha® n diare 



>crn, 

eH*»***.-^«* •t I'tt'*"'* P**®!*. I 
tni Ui l 9 b«rb-w«l 9 I. 4 . »1 II | 4 » 


1 T.t* 
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No. IV. 

joar ond'ng SIeI Jlarch 192 . nn income in respect of nln'ch the 
under De%olcfion Rule 35. 



Ulcrft enUi-frte ee«BiUI(» B* «. 


Tottl ((oTubb n) • 

^<il<raaltin (tetna) roUtttiocs) . . 

ToUl . 

Dritrl nlVDdi tod Tetateg at S, 6, 9 IS aod 13 
Tin OB aMODSt «t Iscciseg tboirD ia eel* 
uuiaetals . 

Z>ad«r( amoBotaraldasnoceT ordrr 

ilim Iw atsdlaf wfaa^ ... , 

y<t Total 


?! 



liETURN NO. V 

Shlcmcnl showin? collection ot super-ta* in Iho ^‘net 


IS 



♦nonMH09 5ov;«2 


■9pnnj3'| ® ' 

3 

1 

•WJ 

JO jnnotny 

* 

•>raoaui, g 


*eaaa>a9n ^ 
JO joqnmir '' 


I; 

il 

*^“3 

.22 

si 

JO ^nnotn^ ” 

1 

t M 

1 

*emooala g 


asorsaas* ^ 

JO ajqTOojj 


ji 

si 

3| 

•SW - 
JO jawtay *" 


MOMni, 2 1 j j 

•Bj5«ea«« 1 1 1 

joiaqtnn*; ' 1 IS 

1 

0*3 

o S 
a R. 

SI 

V 

s 

2 

R a 

0*3 

«7 1 

JO jnaouiy | 

£4 ^ 

aoiooKj, ^ j 

E 

'aoaaaoatv ] 

|0 J 

Ci ^ 

awoonj, 1 ■£ 

o'" I 

aoaifljara „ j 

0 j*qnin*j j 

s 

1 

1 

.fiiiiilff-5 “ 

5 S s i rf § 3 S- 1 5 p 

ossssii*»gfi d 

SS o??S??ST ^ 

.? s s* * s s s s s « 3 


njJ_Eioe,. Cjllretlo.j oodmiie,!!,; 

n*l-Pm,ulc, (.clo.l oolltcliOTS . 













]29 


No. VII. 



ncnufol 


BemarkB 
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ASSESSMENT FORM, 

Asseisment for 192 -192 tmaer Section Act XI o! 1922. 

District or Area 

Name of assessed 1 Namber in General Index 

Address ( Number of miscellaneous record 



(i) Tot«l income 

(ii) Pedueiion oaaccoaat of provident fo&d injunnee premia 

etc 

(ill) Deduct sums recalled &v dirideode or froma£rmtbe 
profite 0* whiclibare been cbergelto tax 

(ii) Deduct xnoartof intere tfroa ttic free sccuntes of 
the Goiermacot of Indii or of e locil ’'oiemment 

(v) Income no « to botaxel 

(ti) Bnto applicable pioejior rnpeo 

(rii) itmount of tax 

(rill) Deduction ander section 17 . 

(ii) Amount of deluction^ at rourco fr«m rah y or in 
ter •<t on securities for which credit h given under 
section 18 (oj • 

<,x) Abatement oo account of divMenU (at pies 

per rupee) 

(xi) Abatement 0:1 account f incom- from a registered 
fna (at jio* permpee) 

(xii) Net amount of tax (ortcfnnd) • 

(1111) Penalti under sect on .-S or section (i) 

(xii) Total sum i lyabi (or to be rcfonJe(])>^{n flgnrci ai « rll 
asm wolds) • , 

IlnpcM 
anais 



Dated 


101 


Income (ax Oiliec,.^ 





Classiflcatioa of deaaoi. 


1 

ferial 

>0. 

1 Claiiifratim. 

1 

Amoiu* of In 

1 

1 , 

?alane»— 

(a) Pallby OoTframest . . ^ 

(il „ a lonl antbonty . ' * 

(e) M eompanici, other bodice anl a<t}cUtiOD« • , 

(rf) „ pnrat* employer* . • rt " ‘ 

• Interest on feenntie* — 

(al M OD fecuritle* of tbeOarernment of India , , 

(&l M Ootema'^lt • • 

(c) „ on debentorei ant other of a local 

authority or (sHspany i • 

III a. 



s 

4 

Income derireJ from rreperty , * 

MM M M*ines« , , . , , 


S 

Profcuional earning . , , 

1 

6 , 

1 

Inoome derjTcd from other sooree* , , * , 

Total 

Dednctioaon aecouat of leetkin IS , . • • 

Dsdaetiononaecoaat of section 

Total of refondiatal rcVilci a* iothe<1a*M£eat!oa c*?v beW . 
Penalty nadcr •cctioa ^ (-) 

Net demand (or refund) • . . > • 



* lTh(r* th« Rtalt c(to««t«««s««tl««o»tet«omthenm*Ua«rl»i» rttaalet rtbiU i^nUb« 
•ntirtdio lb* aUwilntlsQ (If* b«la« 


t Clawiflcatioa ol refunds and reflates. 


Source of income. 

i’ate of refund or rebate. Amount of refund or 

rebate. 


Bs. 



1 



t IidQi (I) and (sll OKrleaf iT)4*abtt<in(Qt Kftrdiaf leenritlet] 


Date of j»»ac of 
xotioeof demand. 


Record o! cash refunds. 


Number of Touclier , 


I Date of Toucher . 

I Amount of refosi . 
I Ke&ion for refund . 
Kctums 

N-Not Btthmittcd 
A Submitted and accepted 
R*Snhmitted, hut ai«e<sment 
not baaed on them. 


Accousti. 

^•Not submitted, 

A'Subuutted anl accepted. 

B Submitted, but asses ment not 
based on them. 














DVc 


1 seisiiicr 


Trn nr} OfTccr _ 

Sill) Tre asury Offim 

Agriit, lin|) iml lUnk of India 



/ T. 






13S 



134 . 









136 



•4 


Initial of Milical Officer 
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GENEUAIi INDEX REGISTER. 


rniMnsrvr RrcoiiP. 






1S8' 


GKNERAL INDEX 
F:vi! Teae 
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INOOME-TAX, 

MISCELLANEOUS RECORD, 

■PROVtKCB, 

DISTRICT OR AREA— 


Name of assesses— 


Address- 


Number in General Index Ren'ister— 


AitnoM nuabflr b Uco«ral lodf* 
luster. 


les *2 


1«T.39, 
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lU 

INCOME-TAX ASSESSMENT RECORD. 

Province. 


DISTRICT OB AREA— 


NaWE op ASSEeSEB— 


Address ot Assessee— 


Ndmder in General Index Beoister- 


U5 


assessment IlECORD. 


HETURN OF 
INCOME. ‘ 





148 


CLASSIFIED EEGISTER 



149 


or DEMAND. 









150 


REGISTER OF 





151 


nnruNDS and rdbates 







KEGISTER OP 


Trca 

tOTJ 

chala i 
(nambcr 


md kddiMloI 
aasMsfe making 
I a;m»t 


Ordinal' rCiooa «( 







ICO 



Month "> the Tmsnrj onlj S'tg'iati.ro nnj ilcsyml.on 

-NanWrofToochor I ' enilcl "t tho dratr.r o£ the h,II 

' ’ I (to bo .„.t, oiled by the dork ntak.n. ,ho ronbcotton) 



16 ) 



Jlontli For use jn the Treasury only 

Sj^natnre and designation 

Number of \oucher. • I Verified, of the drawer of the bill. 

I T. 47A. (lied). I be initialled by the Clerk making the verification,) 
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REGISTER OF TAX 

Name 

Designation and addiess 

Serial No. in this register Number iu 


■ Sk S 

year nmlmonth in which 
amounts shown in colnmns 

2(»). (H («) 8"^ (^) 

were paid to asscssee 

1 

Gross ansoDct of 

Ssalary, 
Wagex, 
Annnity or 
Pension. 

1 

i(a) 

1 

Orerseas 

Pay. 

2(6) 

House 
aUownoco 
or tbIuc of 
rent free 

1 quarters 

1 

2(c) 


Rs |a. 

Bs. ja. 

Rs 'a 

192 -2 

' 1 

1 

i 

Apnl . 

! 1 

1 


hlay * 


1 


June . 

1 

1 


July 

t 1 

i 1 


August . • : 


1 


September 


1 

, i 

1 

Octobei 

1 

1 ' 
1 


November 

1 ' 



Decembei 

1 , 

i 


Janaarv • 

1 , 



Februarj 

1 



March 




Total foi the you 


1 ' 

1 1 

I 

1 


Amoant of lionns, 
gratoity, fees, com- 
mi«si(Jiis, j«rqnw»te< 
or fllloTi ftnee* [other 
IbiiD tbo»e ihorrn 
m col 3 (c)], or 
profits hi lieu of or 
m Edition to s-ilory 
or wages (each to bo 
shown separatclj) 

2(a) 



— ^Amounts paid to aasessccs in March of one year, of nhtch tho ta^ ded . 

leristor of tho former yeir, and in black infc in the register of the folio" ing ® 

tis salary during tho former year while the tax deducted in March and p''id into, Uore 


I T.*8. 
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ON SALARIES. 


■General Index 


Dtdocticnn on 
Mccwnt ot 
^iroTident and 
ctber fond*, 


Hf a. 


Dednctions on 

Set ealare or 


accoQnt ot 


Income tax 

life mraranct 

taahaaheen 

dedncted. 

premia. 

ealcolated 


4 

1 

6 


Re. 


Rfi 


Rematki 

(Here enter date 
on which tax 
dedncted vaa 
paid to credit 
of OoTemment^) 



credted to OoTcmment m April of the foDowmg year, ihonld he tlioim In red mk In the 
a««o«»<!e will bare to he cred ted at the time of a«*e«finent with all the tax, dedncted from 
nient m AprD will appear in Petam IV of the followlog year 


I. 2 
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Kegister of tax rcco^eied on intoest on secnrities of .local aiiihonties 
and companies nnder section 18 (3) of the Indian Income-tax Act, 


1922. 


Name. 

Tear or por- 
fioD of year 
for whicb 
tax ia 

^ pajalle. 

Amount 

-f 

tccBrrt/. 

1 

Amonot 

of 

fix paid 

CBalau no. 
and date of 
fayment. 

Eemarlci 

1 , 

2 

1 3 

4 

5 

6 

] 

j 

1 1 

i 

1 

1 

1 

1 

1 

1 





T. T, i9. 




Income-Tax Offior, 


19 . 


^^EMO 

The firm of 

whose pnncipal pla^e o! basincss is at 

m this jansdictioa and upon whom a notice unde* section 23(2) o! the 
Inlian Iticira* tax \.ct, 19i2, has h en s^fTtJ has a hrinoh in yoa* 
distnct condacte<l under the name and style of 
at 

I shall l« ihliged hr you< furmshiog me, on an citly date, with a 
statement of the natara and extent of its traniactiODs, the amount and 
sonrccs uf its income (actual or estimated) m your district, and also of 
the material, whether r^ular accounts or otherwise, upon which your 
estimates are bas'^, for assessment for the current year and request 
that no steps may be tahen in your district a^nst the 
branch of this firm 

2 Shmld yon know of any additional firms of this place having 
branches in your district, similar inf irmition miv kindly b* furnished 
to me in respect of such firms 


Income-tax Officer 



Ikcome-tax Office, 


Dated 


192 , 


To 


V MEMO. 

I*lea«5& state TvhetUer the dtma mentioned in the attached list 'who^e 
branch offices are sitnited hero ha\e been o«‘5es«e<I in j-onr di<itrict on 
their income derived in this Iplace and cwnniTiuicated to yon onder the 
letters of this office noted below. If sO; please fomUh immediately 
ccrtiticote^ under section 64 of the Indian Income*tax Act, 193S 


Income-tax Officer. 
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!For tlie year ending 31st March 192 . No. of 

192 -192 . 

Certificate of mcorae-tax paid by the undermentioned persons or com- 
pany at the head office under section 64 of Act XI of 1922 



Thu ccrtlScata does sot exempt the local Kgrnt frgm Biwiimtst on hii wUrT, 

eonnltston, remnnentloti or other Income aswa^hle snder the Act. 



IscouE-TiX Otpice* 
Dated 192 . 


>. T 8t 


Income-Tax Officer. 
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Bcctlon C4 of the Indian Income-tax Act, 1922, are issued. 


19 -19 . ! 

19 -19 . 

19 -19 . 

Pemarl.*. 

4 ^ = -3 1 
sf-of 

* 

V o 

8 

1 1 

o '' 

0 

Pi . 
31=1 

S’E'Sl 

1“ s*S 
fe; 

10 

° 1 

■s| , 

a " 

11 I 

1 

|g>i| 

§ fiJI 

|||| 
« fi, 

12 

J. 

•sj 

« 

IS 

1 

1 

1 


! 

1 ' 

i 

1 

1 

1 

1 

1 

1 

1 

1 

1 

! 
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REGISTER. 



be Ht eudc for e verd, ftrcet Brother nuH. 
ehonl J be entered : — 
ceUiug of ecenpier ; 

*n Ttndirided Ilindn fatnil; ; 
mre kept ; 
brtnehee e»I«t ; 

eenu iu which the occopier hti an ioterest t 
employees and amoont of talary paid to each 




PJIOPEUTV 


To^n, Township or Village. 


Serial 

No. 


Word, 
nioclc or 
Moballa. 


Street or 

ISoad. ) Name of I 

I owner and of 

i nereon ra > 

wtKXo name 
t)io property 
itande In | 

tho Mnnlclpal, i 
ete^ 

S * 1lez]«ter 


Addrcri of 
toeb 

perion or 
{erion* [ 


Surrey 

ncffUter 

^o 


Tensat’i 

name, 

wcui'ation 

and 

addre** 


S 


T. T. !«. 


^OT• — 1« 
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Tear off Acknowledgment Slip.' 

No. 

Name 
Address • 

Received Incorae-tax Notice Form No. 
on 

Served bj 
Peon 
Sd. 

Auestee 





ISi 


Annoal indent for ' fowns required by tbe of 

for nse during the year 102 -2 , 


Nomterof registerod 
form. 

Arcn^e 
umoal 
consamjH 
tion 
for tbe 
put three 
;eert. 

Knmhct of 
copies 
rcceired 
o& U»k 
indciit. 

Komber 
»t present 
in itoch. 

Noinber 

BOW 

iodected 

for. 

Hemtrli. 

1 

! 

S 

4 

. L 

fi 


1 

1 

1 

» 


1 


riM«e dcfpatfb br train ti 






ISO . ' 


Assistant Commissioner of Income-fax 'Range. 

Appeal No. of 

Appellant's name . 

Appellant's address 

Forwarded to the Income-tax Officer Circle who is 

requeued to submit the connected records with any remarks that he may 
consider necessary. 

2. The hearing of the appeal has been posted fo* 
att 

^5. The Income-tax Officer is requested to report specially on ffie 
points raised in the following paragraphs of the appeal petitionf . — 

5 ■ ■ 

Date 


Assistant Commissioner.. 


Kesohmitted with my Assessment file(s) 

G. I. No.(e) 

... Utmtrki (m4 fegart) tttttluJ. 

(t) 1 bate B9 rteurki lo cstr. 

(2) The Assessment was made under section 

I ht ttottce ct dttnipa yujerred on 
(uj ordM ind«r «cllo5’J7 wudit^ 

(4) The api-cal 

n-fo Income-tax Officer 


sub-scction 


Circle- 


To 

The Assistant Commissioner Kango 


tn*(* 


jT* >♦ I-Wfl r" 


1. T. «». 


18S 



z. T. e« 
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I.T. «•. 
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ConilESPONDENCE (RECElPTf AND ISSUE)' REOISTER. 
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I8S 

Daily Stamp Account. 


yAlii6 of St&mp< 




38r 

' Paper taten oat of the Eecords from charge of Becord»leeper, 

Ko. 

of 192 

Dated 


To whom given 


For Ko. 

-Os. 

'Vhen given 


Sign>\tnre of the ClerV ttUng 


l.T.M. 

Initials of the Hecord-hreper 





I.T.Ti. 
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(P) 


Hcgister of applications under section -JJ-. 

OlTicer^B Office.) 


(To bo kept in Income-tax 
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TABUIiATION SHEET FOR RETURN No. 








19 ** 


ArrucATiOH tos Retiit from doxiblb ihoomk-tax under section 49 
Of tHi Ikdiah Ikcous-tax Act, 1922 

I of hereby state 

that I We paid United Kinipdom j”'™ amoimticf? 

to t for tbc year ending 19 on on 


income of £ 
of Rs 
incoue 


and that Indian 


IrecTn^ fax 


rTonie tax anJ 

bae also been paid on tbc same 

3 -7 amounting to Its 1 baie ob- 

income from the fsaie eoarce ” 

tamed relief nnler the provisiom of eection 27 of the English Tinante 
Act, 1020 at the rate of —see attached certificate from 

the Inspector of Taxes 1 now ptav tor a further 

relief at the rate of amoonting to Rs 

under section 49 of the Indian Income tax Act, 1922, to which I am 
entitled Mj ircome from all sources to which this Act applies during 
the '* previous year ” ending on the U* omountod 

to Re only —see return of income 

^ slresli sabTrntM 


Signature 


1 hereby dccHn that what i* stnteil herein correct 


Signature 


Dated 


l,T M 
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FORSl C. 

Form of Afpeal agaikst an order dxdeb Section' 25(2). 


To 

Tdb AssisriNT CoWVfS«IOYER OF Fvcomc-tai 

The Jay of 

The petition of of 

aLe^eth as folfoivs : — 

1. Under Section 25 (2) of the Indian Inc^me-tas Act, 1922, 
penalty of Ils. has been imposed on jonr petitioner The nnti 

of demand attached hereto wae seired upon bira on 

2 Vour petitioner ir.as puvented by sufficient cause as niwe pari 
culatly e\{. lamed beloir from giving notice within the time piescnbed b 
Section 25 (2) to the Income-tax Officer of the di'-coi tinnaoce ofh 
busmeas, ijro^ea-.ioii or vocation 

J Your petitiouer therefore lequfsts thnt tlie older of the Incomi 
tax Officer imposing a penalty of Rs. upon your petitione 

may beset n-ide 


Signed 


State urvT or pacts 


Form of verification. 

, the petitioner, named in the abon 
■petition, do declare that Tvbat is stated thereto and in the above state 
inent of facts is trne to the best of my information and belief. 


I'T.flS. 


Signed 



m 

lonM I) 

foiiy or \rrr\t AOMNst a\ oRorn Sictios 29 


To 

Tn» nr l^rnwr ta» 

Tnr A»*J»T»'t» ioiir« or |aco«s*tax 

Tht lUr of l'> 


The pe’ihon if of 

•hewrth a« fnlliwn — 

1 Under See inn iS of t'le Inluii V t a 

jietnUr of U«i ha** hvi impj J »n »our pc itnner br the 

Incite tiiOTicir_ njtia if dm n 1 itach'I h'**i.*o ivj 

( oTia < ''icr 

«cr\ed ujmn him cm 

2 \oar p- titioner lilmt » d th imiciUr of In mcomt, or 
delibcratclv firm h nai unc p i ulm tber of but i vmU b" leen 
fro n tlic tiiennt it fit* i la hi I r irn«. I it at it rial am ant to 
the bc«t of hu kooohduc and liclief 


\ \our jictitioner tliorefore n. pie t< that the ordiP of 
I.com. tlX OEocr j ^ n, 

Aflutaut Coramimoner ‘ ^ * 

•upon vonr petitioner niav le set a^uU 


the 


Stathuvt of pacts 


borm of aenficatiba 

I, . the petitioner, uamed in the above 

petition, do declare tbit wliat is stitcil Uiornu is trie to the best of ray 
information and belief 


1 T 85. 
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FORM X). 

Certificate of Refund. 

(For the year ending Slst March 19 ) 

Ij , Political Officer, do hereby certify that 

the income of the owner of the shares specified beloir 

from all sources in British India including the dividends on such shares 
being more than Rs. , and less than Rs. 

he is entitled to a refund calculated at the rate of pies in the 

rupee. 



Dafetl this the 

X.T.M. 


day of 


19 . 


politicfl! Offi*'®/-. 



303 


To 


FORM 17, 

No or 19 -19 

Income Tai Office* 

19 . 


"Whereis the sum of Rupees is due 

from on account of Income 

Tax, 1, the IncQnie*tax Officer of 

hereby require jou, under Section 4C (5) of the Income-tax Act, 1923, 
to deduct the above amount from any hum chargeable under the head 
‘Silane'*’ payable to the defaulter fiobsecjuent to the date of 
this requisition «nd to pay forthwith the suni so deducted to 
IreaiuTY Offcei 

8^ IreMqry Oihctr~ at for cmlil to the Govemtneut. of 

Agent, Imjiensl H«nk of India 

Indn, wlien you uiU IfC pnnteil iTecei|t \ chalan i-« encloseil here- 
with for the pnlpo^e 

And > on an herd j wamnl that ifjou fail to comply with tbn* 
Older you will l-e halle to pTovecution urdet Section bl (a), Income-tax 
Act (XI nf 1Q22) 

CiiTcn uiid(r nil liar d and •ml this dar of 19 


IncorreTax Ofhw. 


I. T. U. 
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FOHM n 

^Notice ondee sectioe 23 , sbb-section 2 (^ed ,^ onoi . 22 , sue sec 
'^ o^ 4 ) or Tiit, I^nu'f Tm,ome tax Act \1 or 1022 

(For UPC w hero a retarti has been made ) 

^0 


Dated the 


1*^2 


To 


To on »ble me to test the c^rrcctue s f iIk rLturn f \ourjnc)tn* 

, . , . «ttb section 1 

fnim'.htd by Nouundci section 22, Mb ;e~~ ' > of the Vitfortln vear 
rob Cl* tiftn 't 

1 boribr rc|nre vou t) ittcnl it ini oIIjco 
<J« i in por»f>n orb} npre ontatne 

to produce or cau e to bt prod iced at tin. sail jiIi o ji 1 1 tune 
the accounts and document'* spe ifiel o\v.rlcaf* iinlftiii tliortiil iico 
on which sou inai roll in support of the rotTirn* 

AViUul failure to comply with tins noti c «iU entail the f irfuituro of 
your nj,ht of appeal under ficction 10(1 of the \ct and uill render you# 
liable to pro«<vntu>n tinier «i«.ctioii ’ll# Mih seetton {f) the \ct 


Incoine*tni Olllecr 


Parti ulars « f accounts and tlocmiient^ — 

•Tt«* «roT*l» .tvritlt* nrerkcrtl irl .-i tSe »<•- fc t« ivptrc! to • »«iil h r *■>’ 


X. T 
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OrnCE OF THE assistant coi^imissioner of 
INCOME-TAX. 


Yeai— 19. 19 

Appeal No 
From District 


Name of Petitioner 
Address 

District File No 

Date of Assessment or fin'll order on petition n/s 27 

Date of Hiing of petition 

Date of adjourniiient 

Date of bearing 

Date of appclUte oi-der 

Result «'f appeal 

Here enter appropriate letter an per margin. 

C— Caiiecllcilu/8 31(3)(c) 

F.—Eiilmncetl n/« .ll(S)fa) 

R— Reduced o/s 31 (.1) (a) 

S—Set a^ide u/s 31(8){b) 

U— lIiiRucce^sful u/s 3lfS){d) or (c) 

I. T. IT. 
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INCOME-TAX DEPARTMENT. 

District 


(1) Yc'ir of assessment 

(2) Name of Asscs-jeo (n-ith complete •^ddre^^s) 

(J5) Status -“(AVh^thcr Indixidual, resjistcred or unregistered 'in 
Hindu Ui divided Pimily, Coinpan} or other associ 
tion of indmduals ) 

^4) Sources of income iMtli exact nature of business 

(5) Jlranchee — 

(«J 

(i) 

(«) 

(6) Shores in (a) Ke^'istcred and 

(i) unro^stcred Pirms 

(7) Partnora— (fl) names with shares 

( 6 ) are they separately nseesied ? ‘ 

(8) Income retaroed 

(9) Accounts — (a) Rooks produteil 

{6) Method of flccoDnliotr 
(e) Acconrilio" period 

(10) Section and Sub-section under Tfhicli asse-'ment male 

AflSESMiEvT OrPhk on Nerrx 


x.r. ss. 
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Book No 
Voucher No 

OltDlK 1011 THE lUlUND 01 INCOME TAX 

lX\ible at the Impirnl Oauk of India vrithm 

two month-5 of fhtc of jssn"' 


To 

The Secretary ami Treasurer, Impcnal Bank of India, 

1 Certifitd that the income of the 

owner of the* is liable to taxation at 18 

pie!> m the rupee but his income from all sources in British ^ndia inclu- 
ding the inlcrest/dividcnds on such* bei g more 

than lls , and less than Its , he ismtitled 

to a refund of Us at the rate of pies in the rupee 

2 Certified that the income tar concerning uhieh this refund is 
gii en has been credited in the Treasury 

3 Certified that no refund order regarding the sum now m question 
has previously been granted 

4 Please pay to Political OlBcer the sum of 

lls (figures and words) on 

account of the above refund 

The 192 , Political Officer. 

llcccivtd payment of Us 

(Signature of the pcrcon named in para 4 ) 

Dated the 


rioaso pa^ to 
P») rupees 


Dated the 


(Signature) 

only. 

Officer in charge of the Bank’s Branch 
Receiied payment 

(Signature) 


■LT SK 


•Her* wlCT tbuvt m tbe c»m mj te. 


2US 


^OT^CE UKDER SECTION 34 of the Indian Income- 
tax Act (XI of 1923). 


Ineojtie-t'i\ Offiw 


To 


Dated 


Whereas I have reason to be]^e^e that jour income fiom * 

chargeable to incomc-t-T in the yeai ending the Sift Naich 1? 

(o) has escaped assessment, 

ih) has been assessed at too lou a rate that is to sa^, at 

pies in the it ptc instead of at pics ni the rupee 

and I theiefore propose— 

(o) to Obscb*! the faid iticome that h\s escaped ascessment* 
fi) to re-aseess join paid iiKoine at the conoct rate as afore»aid 
I beronpon require jou to dclner to roe not Jalcr tliaii 
or within 80 da>s of the receipt of this notice, a return in the ittachcd 
form of j out ii'come from all soorees tlnr&MMe to income-tax during 
the paid j ear ending 

Income-tax Officer. 



• Here eol^r ijurc*. 

(a) (i) — portion* t« b« a'ti .t ont. 
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CONFIDENTIAL 

StaiRTICS OP PATUENTS MIBE TO CONTpiCTOn® 

Ywr 



D&tc Si/D»tcre p( tit c^cf 

f lUnp m the Ritura. 

Dt* RTSitipn 


No 


FcrwarJcJlo tit Ipo^itMsx OCtfr 
itfmtcc to Lu Cl ^a’oJ 


t T.fl. 





Assessment and collection ol income-tax, procedure re^rd 
mg ^ ^ 

Assessment fonn — 

debcnption of, use and puTpo<se3 of certain cases explamed 
appropriate entn to be made m “ record of refunds m 

the when refund voucher issued ... 

5^ ‘ Register of classification of demand ” and ‘ Re 
cister of refunda and rebate-^ *' 

Assessment note (order) — 

evplanaton of figures in a->-e»->ment form , . 

of branches to be made part of a^se^-ment order . 
to be complete m •••••, 

Copies of J sued free of charge » • . . 


Paragraph 
50 76 

o9 


Assessment record — 


content*. describc<l . , ,71! 

copies of papers in . ..... 217. 

retention and de-'tniction of See ‘ Records and 

ixiper. retention and destruction of ” 


Assessment work — 

to begin earl\ in financial \ ear 5S 

of to be completed bv November or Decern 

ber . • 

Assistant CJommissioners ol Income-tax, appointment of . 20 

Assistant Commissioners— 

'inmial m'-pcction of office*. b\ . . 101 

power to appoint non inzetteil staff . . 20 

poA\er to punish members of cstabli*.hmcnt . 32 

power to ‘ianction contingent tvpendmre 17 


Attendance — 

hours of office 

rnamtenanct of rrgidcr of . 
Books, purcha«ie of . 


Books and Registers — 


binding of, jMiwer of Assistant Comniisstoners and Income 
tax officers . . . ... 

retention of for periods mentioned against each 



3 


Para graph 


3nfash India, joume\ out of, power of Commi^ioners of In 

come tax to permit 13 

-Budget estimates — 

revenue, date of submi&aion to Accounts Officer 91 

revised estimate of preceding \carand budget estimate 
for next year, explanations of ranations 92 

expenibture date of submission proceflurc for prepara 

tion of 93 

accurate I udgcttmc * 00 9S 

lump provisions . 102 

cxiicnditure not cov ere*! b\ some general or special sane 

tion of (rovemment provision for 101 

probable savincs 103 

increments 104 

leave salary . 105 

contract contincencies 106 

non contract contingencies 107 

travell ng allowance , 107 108 

sj etial items of exp<nditure retention or omission of 109 
alteration nr a iiiition to sub heads . , , 100 

revduic *T5timatos Janiiara edition of 110 

Budget frrant. t xccctling of. Reasons for ... 118 

Buddings, resulcnti d buildmg* and other public works 
jKjuor of Commissioner® to accord administrative ap 


prov al to 7 

Cases, new and old — Disposals 202 3.203 

Cases, undisposed of, submission of monthlv list of 192 

Casual leave 42 3.43. 

Censure rvconlmg of in ebameter roll 4] 

Certificates, grant of to asscssees in connection with elec 

toral rolls 249 

Certificates of service, good conduct, etc., not to be given . 41, 
Certificates o! deduction of mcome^tax — 

at lower rate than maximum rate on mterest received 
from Bccuntics when to be given . , , , 7C, 

issued under section 18 (9) or section 20 of Income lax 

Act, cancellation of when refund granted . , 81 

names of holders of at a lower rate, to be entered 

separatoh m General Index Register , . ,76, 

review of —annually ••••,, 7C. 
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Clialan — 

Paragraph. 

how to be prepared 

. 68 

demand to bo paid direct to tho treasurer . . 

. 63 

deh\ crj of —— to nsscsscopefBonall} . 

. 67 

e*tlcpt 111 special cases, no entries to bo made m 

in 

sub treasuries 

. CS 

head of cfassificatton in public accounts to bo shoivn 

. 65 

issue of duplicates, if original lost 

. es 

Character rolls . . . • . 

. fl 48, 


Choree certiflcrties, to ^rijom to Ikj gent ... 25C 

Ci^cvlarSi treatment of-—— and corre8j)ondoiicc relating 

thereto . 287. 


Circulars of the Ccntnil Board of Herenoe, not to ho quoted 

in official documents Ig,} 


Clencal cstablishincnt— 

roomttnance of fimded l«l8 of rler) s 50 

qualifications for aiijiointmeiit m ... 50 

CoUeCtion, ^’roccdurc regarding nMcssment and — — of income 

tax .... ns 7i 

Conunendatloni n coni of — — * of cstaWwhmenl . . 41 

Conunissioners ol Incooie-tai— 

apjiointinpnt of . Ill 

financial JK)M( m o! . . I Ifv 

jioner 10 a 2 i|K)»nt non gazcttcil ntafi . . , . 2n 

po^^cr to punish nicmbors of ostnWjdimmt . , . 31 

Conflflontial papers, mctho<l of <fe9i»ntcfiioc , . . . I7rt 

Confidential reports on non-garcHed officers— 

cUto of fiubmi-Vjion of ...... Clfi 


procdUin to tic fallouctl if nport adversely nffi'cls ofll. 
ccr’s 2 »roinolK'n 2' 

ConsoUdited Indents for forms, dalt of Rulmwion to Crntml 
Torms Store ........ 2l 

Continsent expenditure— 

ncumn., nnti non rcrumng, poi^rrx of OcmmKilruifm of 

tax to Mtic(j,»n . . . . 1 

power of AK-*idaht Cornmlwifnrni and Jncomr* tax orerrs 
1(, wnctlon . ..... f« 



Paragraph. 

Contractors, information concerning-— —Supplj of to In* 

come tax Department ..... 247. 


Contracts and other Instrmnents, power of Commissioners to 

sign . 1 (t>) 

Copies— 

of official correspondence or reports not to be given 

ordinanli 174. 

procedure for grant of — of records .... 217210 


Correspondence — 

avoidance of vernacular terms m official . , . 167. 

copies of official not to be onlmanly given , . 174 

division of into pending and closed files , .188 

procciluTc relating to, other than that regattling an assess- 
ment . .... ISO 103 

reganling an assessment . . . . , . 68 72 

retention and distribution of See “ Records and pa 
pers ” 

rules regarding method of 162 174 

system of registering . , 170 

nith persons outside British India .... 172 
Conespondence register for receipts and issues combined— 

instructions for the use of , 200 213 

Commissioners’ offices, introduction m 200 

Conned o! State. See “ Assessee ” 

Cover — 

for assessment record what it should confam 72 

for miscellaneous record, what it should contam . . 72 

mode of addressing containmg ordinary and 

confidential papers 17 q 

use of one for letters despatched on same day to 

same office . . . 171 


Daily collections See “ Register of daily collections '* 

Date of issue o! notice of demand 

Deduction of tax on mterest on seconbes, at rate lower than 
maximum rate 

Ddegahon, o! powers to Commissioners of Income tax 
Demand — 

collection and balance statement . . . . 

date of submission 


64 

76 

43-46 

111 

113. 
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Demand ol tax — 


Paragraph. 


action to bo taken when la paid 

action to be taken when— falla into airear . 

arrears of demand of income tax and super-tax to be 
shown separately at beginning of year 

certificates for recorei^’ of ♦ - , . 

general procedure . .... 

income tax and super tax demand to be shown separately 
issue of reminders deprecated .... 

penalties ....... 

time allowed for payment ..... 


64 

04 

64 

64 

64 

62 

64 

64 

64 


Departmenfal cnquinea mto conduct of public servants, how 
to be earned out . . . . , 3S 


Departmental receipts See " Register of daily oollections '' 


Depreciation record— 

method of mamtaming 73 

permanent retention of 221. 


Despatch book. See “ Sernce postage stamps ” 

Destruction and retention ol records and papers, instructions 

regarding . . .... 220 241 

Dismissal and removal from office — • 

distinction between . . .30 

See also " Fumshment ” 


Dismissed Government servants, precautions against re em- 
ployment of 39. 

District authorities, cordial relations to bo maintamed with . 246 

Durbars, direct communications with, prohibited . , 172 


Electoral rolls— 

grant of certificates to asaessees in connection with • 2 

hat of asaessees Supply of- — by Income tax Depart- ^ 

ment . . . 

Encashment ol refund vouchers, venficalion ol . • ' ^ 

Establishment, temporaty, power of Commissioners to engage. 8. 
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Paragraph 


Examinations. Departmental — 

when to be held ....... 23 

admissibility of travelling allowance for attending . 23 
number of chances during probationary period . . 23 

syllabus ..... ... 24 

peicentage of marks for the Lower and Higher standards 24, 

suitable date for report by Commissioners . . 25 

probable number of candidates 25 

income tav lav and rules. Book keeping and practical test 
essential to pass m . 26 


Expenditure, statement of — ^enficatlon by Accounts officer 114 


Filty-flve years, retention of ga 2 etted officers m service after 9. 

Piles— 

general . . 175 176 

method of maintaining 177. 

pending and closed . . . 18^ 

Buhmission of — for orders 1 83 

BJ stem of registering 179 

retention and destruction of •— See “ Records and 

papers, retention and destruction of ” 

Pinancial powers. Commissioners of Income tax . 1,4 5, 

& 7*8 

Five-year record— 

See “ General Index Register ” 

date of notices of return of income to be entered m 68 

date of receipt of return of income to be entered m 58 

number of annual record to be entered m appropriate 
column and j car in 5 g 


consolidated indent of, date of submission to Central 


Forms Store _ 251 

epecnl to the Income tax Department . . . ,65 

stock l»ook of and stationeiy*, maintenance of , 252 

Fortnightly statement ot appeals 259. 

Four monthly estimates, date of submission to Board . no. 


Fumiture— 

European articles of .... , J7 

Country articles of 17 

power of Assistant Commissioners and Income tax officers 17. 
register of and other property, maintenance of . 252 
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GeneJal Index Register— 
cJcsCTiption of 
permanent record 

j> 0/ 

nre \ ear record 

persons receiving certificates of dedaetion at a rate lower 
fnan cia\imum rate to be entered 75 

General Provident Fond, powers of Commissioners to crant 
advances from ^ 

Government servants’ conduct mles— 

supply of copies of - — ■ to gazetted officers on first np 
pointment 054 

Rule 9 power of Commissioners 12 

Graded list of clerks, to be maintained in Commissioners' 
officea 3^ 

Head of a Department, Commissionera of Income tax to be 2 

Holidays, observance of same — — as m locil revenue Offices 257 
Hot and cold weather charges, Assistant Commissioners of 
Incamo tar and Income tax officers, "^ladns Delegation, 
of powers 18 

Income-tax officers, po^er to sanction contingent e\pcndi 
ture 17 

Income-tax Officers and Assistant Dicome-tax Officers — 

probationary period 21 

qualification necessary for confirmation 21 

training during period of probation 22 

Increments — 

ftUowed to remain in abevance, claim to, power of 
Commissioners to autbonse Accountant General to 
investigate into . 10 

probationary service- coontingof, for 27 

Indentof forms, date of submission of consobdated to 

Central Forms Store -51 

Indexing, Instructions regarding 

Information, Income tax Deparfmenf, supp/j of , confroefors 247 
Inscection book, mamtenanco of office 101 

Inspection of office, annual — -b_> Issiatant Comnussioncre 1*^1 

Interest on securities See "Certificates of dciluction ol m 
come tax ” 

Irrecoverable arrears, power to sanction the imtmg off of 



0 

* Parngraph 

■JonrneT* out ol British India* i>owcr of Comroisaioncre to per 


mit • • 

Leare— 

addroRs ol otTiccrs «rlulc on . . . , . .44 

CMiialleaTe . . • .43 

early notice of application for ■ — to be given . 44 

grant of to gozcttwl officers . . • .44 

grant of to miniatenalofficcra . . . 4^ 

medical certificate, grant of . 4G-48 

Xeave Account, preparation of . 49 64 


XcgisIaUve Assembly. See ' Ar&csscc ” 
Legislative Counefl See ** A8ses<iec ” 
Xetter(s)— 


avoidance of vernacular terms .... 167. 

copies of officinl— -not to be ordinarily given 174 

procedure regarding the signing of . . 108 

name and official designation of writer to bo spccjCcd 100. 
number to be quoted fully and corrcctli . 103 

office notes to be kept ivith . . . 178, 

officers responsible for matter and style of official — 
issued m their names 107 

date on to be date on which the draft is passed 169 

procedure on receipt of 180 182 

procedure when letter issued begins new file 186 

to be self contained 1 62 

use of rubber or other stamps for signature prohibited 168 
when enclosures should or should not be forwarded 165 

Hedical certificates countersignature of 47 

Hemal establishment appointment of . 29 

Ministerial officers — 

appointment of 29 

grant of leave to . 45 

Miscellaneous record — 

copies of papers m . . . 217 

retention and destruction o! 

See ‘ Records and papers, etc ” 

See also “ CJover ” 

starting of — by entry on the order sheet 'iS 
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Newspapers, purchase of 


Paragraphs 

- II 


Non-gazeffed sfaff, rules for appoint meat of 

Non-contract contingencies, Etiienditure on 
Commissioners to sanction 


— — power of 


Nohce o! flemand-^ 

date of issue of important for control of collections 

delivery of and clialaii pereonallj, if assessce pre- 

sent m office 


inspecting officers to examine whetlier 

issued promptlj 


when to issue 


20 39 

l(n) 

04. 

67 

G7. 

67. 


Notices calling for returns of income . . . . ,68 


Office accommodation, renting of, powers of Commissioners 
Office attendance, hours of 

Office inspection book, maintenance of , , 

Office order book, mamtenanee of . . . , 

Office procedure / • . • • 

Order sheet- 

intended to contain complete record of procedure m 
assessment 

use of rubber stamps for entries on 


J67. 

)81. 

J76 

157 216* 

72 y 

72 


Penalties, imposition of for delaj m paj ment of dtraand W 

Pending and closed files See “ Tiles ” 


Permanent record— 

(general index register), to contain, alphabctieolh , name 
and address of asscssees . . . • • 

spacing betw een each letter . . . • • 

posnibilit} of utilising form of -lor another fi\o 

) cars ... . . . • - 

Plus and minus inemormidam. Sco *' Register ol classifica- 
tion of demand " 

Political officers, BUborduiato, direct communicaticm vnth 
prohihitcil ...••♦ 


Post office registers, accds of Income fax officers to 

Procedure in connection with the assessment and coUccHon 
of income-tax 


67. 

57 


J72 

248 


65 70. 
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Paragraphs 

Procedure to te observed m cases of punishment of subor- 
dmate officials 37 

Property and fuiniluie, •mamtonanco of register of 263 

Provident Fund, General See General Provident Fund 
Ptovmcial returns, instructions regarding submission of 151 

Publications, pon or of Commissioners of Income tax to pur 

chase 11 * 

Punishment — 

appeals against 34 

procedure to be observed regarding 37 

revien of order of 36 

rules reganling 31 39 

Purchase ol articles lor the public service l{t») 

Purchase of boohs and newspapers H 

P«‘«ppropnaUQtt— 

powers of Commissioners 6 

date of submission — — propcwals 110 

Rebates *^00 Register of refunds Mid rebates 
Record of cash refunds (assessment form)— 

designed to prev ent double refunds 69 

entries to be initialled b\ Income tax Officer 59 

Records and papers— 

appollitc record to Ic rotaineil for five jears 324 

BBscssment reconl mo«!e of retention 221 

classes of 220 

destruction of apeeifietl clas«ses of after epccified 

number of v ears 225 231 

di\ ision of fill s into parts for retention purposes 232 

how not otherwise dealt with to be trratc<l 241 

mstruetiims repanlmp grant of coj les of 217 219 

Ub Is to be nffixisl i.l owing p< nod of retention 233 

list of de>tro\o*l registers to bt k«|t 23S 

metiioil of Cl uutuig pcnoil » f rttcntiou 

roisnlKnis us n-conl to Ik ntainesl for tl ht sears 223 

papers to Ik bunit 21'* 

procedure to W f( How isl if w! ole filedevtrovtd 23* 

tweorda of importanee BjKX-ial t> a diitrirl Low to Ik- 
treateii 23 
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02 . 

09 . 

09. 

71 

74 . 

160. 

1S5. 

39 . 

1 (tO. 


^ , I'^ragraplj. 

supcr-t.XT dementi and collection to l»e sIiom n bcpiratel^ in 02. 

use of Ictteis JX” and“N.A.’* * 

Hegister of rehmfls anfl rebates— 

hou to be prepared . . , , , 

metbod o/ ninbtng alterations 
Register o! tax on salaries— 

mamten ince of, and mode of prepanDg 
object of ^ 

Registers, unautliorised, maintenance of strictly for- 
bidden ... ... 

Reminders, treatniont of 

Removal and disimssal from office, distinction between 
Renting of office accommodation 
Reports and rcviwes— 

aioidance of lorn ictdai terms m , , . 1C7. 

acoidanceof idditmuil tables in .... 156. 

gtjj( r.U ni'.tructioas regarding preparation of . , 152-156. 

See aUo ‘ Records and papers, retention and destruction 
of ” 

RetenUonofg«azet(edofflcersmserviceiifter35jears » . 0. 

Retention and destruction of records and papers . . . 220-241. 

Retnms— 

See ‘ Annual leinrns ’ 

See " Records .uul pajieni, retention and deatruction of " 

Retoms of income— 

ascertauiiuent of progress of submission of by osaosa- 

ces ......... 58. 

■ date of receipt of (Sec ‘ Fi\c -3 ear record".) 

issue of notices calling for 58. 

See also " Notices of returns of mcouic " _ 

Review of order of punishment by Commi^oner , 

Review, records of, retention of, for fi\c )tars 

Rubber stamps— 

use of for entries on order sheets . . • 

use for signature of letters prohibitetl 
Salaries See ” Refund ” and "Register of ta'c on salaries 
Securities. See “ Certificates of dediicfion of income-tax " 

Security bonds — 

rules regarding 

Adequacy of security to be scrutinised niuiually . 

Amount of security to be fixed . . • - 


36. 

224. 


J94-J99; 

199. 

195. 
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Paragraph 

Security bonds — conld 

clerks to he treated as public accountants if m custody of 

public moiicas . . . 194. 

discretion aliened in fixing amount III . 195 

form of security . . 19G 

form of to be used, bon to be kept and tv hen to be 

retumc<l . .197 

retention of — for six months after vacation of office 190 
sum left with suboKlinatcs not to exceed amount in . 195. 

•sureties not rcquiretl in addition to money dejiosit and 

hjpothctication of landed property . . . 198. 

Service books, maintenance of for non gazetted staff . 40 

Service postage stamps— 

proper custody and expenditure of • « , , 193. 

register of — to sen e as despatch book for postal 

covers . . , 193. 

Sul monthly estimates, date of submission to Poard » • IIC. 

Special salary Circles ...... 74, 

Stamps, service postace proper custoilv and expenditure of . 103. 

Stationery, stock book of — to be maintained . 252 

Stock book o' stationer} and forms to be mamtamed 252 

Suits against Secretary of State — 


Jsotjce of 
defence of 


242 243 
244 245. 


Super-tax— 

assessment form to be used with altcmstivc G1 

demand and collections to be shoTni in separate pages of 

register al demands sml <x}llccti 0 ns 62 

refunds separate pages to be set aside in register of refunds 
and rebates 69 

Supplementary grants, date of submission of, proposals 119 

Supplementary Rules, exemption from operation of Rule 73 — 

Commissioner of Income tax . . 15 

Sureties Sec Security bonds ’ 

Tabulation sheets ... .64' 

Telephone rents, power of Commissioners to sanction 1 (ti) 

Temporary establishment, pow er of Commissioners to engage 8 
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Paragraph* 

Toni progr amm es, prooednre regarding, and manner of 

arranging tours . . 253 

Travelling Allowance- 

controlling oflScer . . .... 3 

rates sanctioned 15 

Unantlionsedregisfers, mamtcnance of, prohibited . . ICO 

Undisposed cases, submission of monthlj list of . . .192. 

Vernacular terms, avoidance of, m otBcial reports and corre- 
spondence . . .... IC7 

Vouchers, See " Refimd vouchers ” 

Weeding of files, maintenance of register for. . . . 233. 

Works, power of Commissioners to accord admmistrative 

approval to ... ... 7. 
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